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More work need not mean more staff! 





The PRIMUS man can show you why 


That’s all very well, but these office systems 

cost the earth to install 

This one doesn’t. You can use it on all your 
existing typewriters, teleprinters and accounting 
and billing machines. There is no capital 
expenditure. 

Won't my office be disrupted whilst my staff are 
learning to operate it ? 

Definitely not. Any typist can learn the Primus 
system in fifteen minutes. 




























My own system has been evolved to suit my special 
needs. I don’t want it mutilated 

It won’t be. The basic principle of Primus 
Continuous Stationery never varies, but at the 
same time it can be adapted to suit each individual 
user’s needs perfectly. That’s the beauty of it. 





What saving will it show me ? 





On things like invoicing, works orders. goods 
recieved notes and purchase orders it will save 
one hour in three of each typist’s time, boost her 
output by 50 per cent and eliminate a large 
percentage of errors. But look here, 
we’ve run out of space.. 
* The PRIMUS man can tell you all you want t 
and prove his case in your offi You contact fun 
There’s no obligat 





IT’S AS SIMPLE AS THIS 


or CARTER DAVIS rrp. 


continuous stationery > quent wetuameTe sTeset, LOO 


Telephone: HOP 5344 (5 lines 





BRANCHES IN BELFAST * BIRMINGHAM «+ BRISTOL * DUBLIN + EDINBURGH + GLASGOW «+ LEEDS + LEICESTER + LIVERPOOL +* MANCHI 
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Petrol drums at a bulk 
storage depot—an unusual 
study by a Shell staff 
photographer 
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ONE IS ON TOP 








What exactly is Top Management? 

Er, people at board meetings —s 
Is that all they do? 

Direct . . . invest and... well... 
Pretty technical, industry now! 

Suppose 0, yes. 
Somebody must manage that side 

Chief engineers, no doubt . . . top scientists 
Planning staffs, too. 

Cost accountants? Production managers ? 
Yes. Mixed bunch, aren’t they? 

. which makes it darned expensive to reach then 

Unless a spec ial paper were w ritten... 

One journal to reach the whole of Top Manageme 


The paper with more news on science in industry 





than any other daily. 


That, obviously, means Just one. 


| 
| 


THE FINANCIAL TIMI 
Top medium for reaching Top Manag: 


If you would like more facts, 
contact your Advertising Agent or 
Sidney Henschel 

72, Coleman Street, London, E.( 

( Telephone: MONarch 883 














BUSINESS 


pOURMAL OF MARAUEMER! 


ECONOMIC PROSPECT 





Temporary 
trade 
lull 


New 


management 
teams 


Favourable 


overseas 
trade 


Survey and Forecast of Business Conditions 


> The latter half of 1958 will be one of relative stagnation 
in home trade, prior to a burst of activity next year. 


> The recent cut in Bank Rate is timely and further credit 
relaxation would be advantageous. But three factors may 
lead to official caution. First, the dragging-on of wage- 
claim negotiations; second, the approach of the autumn 
season of adverse balance of payments; and third, con- 
tinuing uncertainty about the U.S. recession. 


> If the autumn ‘crisis season’ is weathered satisfactorily 
—which it should be—businessmen may expect a substan- 
tial relaxation of credit and reduction of interest rates in 
the late autumn or mid-winter. 


> These will be followed by significant tax cuts all along 
the line in the Spring Budget. 


> Side by side with the large investment programme of 
recent years, many important British firms have under- 
gone substantial reorganization of their managements. 
Men who were promoted too hastily during the war years 
have been retired, while the younger post-war entrants to 
junior and middle management have assumed more res- 
ponsible roles. 


> In estimating the capacity of British industry to raise 
output without increasing prices, the Government should 
bear in mind these management reorganizations as well as 
the recent investment programme. 


> Britain’s overseas trade position should continue 
favourable. There are two reasons. We are very much a 
short-term debtor nation. Also, in the last 12 months the 
terms of trade have moved considerably in our favour. 


>» We can therefore go on getting the best of both worlds 
for several months: moderately good prices for our exports 
to customers who will go on buying them, but relatively 
cheap import prices. 
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Automatic 


FIRE ALARM SYSTEM 


to protect your property and profits! 


The ever-increasing cost and frequency of disastrous 
fires in Industrial and Commercial buildings makes a 
reliable Fire Alarm system increasingly imperative 


The new Gents’ 1151 Automatic Fire Alarm system 


4 has been specially designed to give immediate warning 
of the start of a fire by the use of Automatic Fire 
OF LEICESTER Detectors installed in the building which give early 


positive warning, and by a direct link to the Fire 
Station ensures immediate action. 


1151 


Installation costs are reduced and by having the 
Automatic approval of the Fire Offices’ Committee* the system 
can be specified with complete confidence. Buildings 
Fj re Alarm - which this system is installed may be granted valuable 

insurance rebates. Our technical advice is available to 
help you or your Architect to plan an efficient system 
System for your building. For preliminary information on 
this new Automatic Fire Alarm system write for our 
leaflet No. 300. 


*Approved by the Fire Offices’ Committee—an 
assurance of an extremely high standard of per 
formance and efficiency. 





GENT AND COMPANY LIMITED . FARADAY WORKS «+ LEICESTER 


London Office and Showroom: 47 Victoria Street, S.W.1 


Also at: BELFAST + BIRMINGHAM + BRISTOL + EDINBURGH + GLASGOW + NEWCASTI 
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EZ prospect 


STATE OF THE NATION 


@ Five key indicators to the State of the Nation, followed by 1/8 indicators 


to the main economic influences. 


INDUSTRIAL PRODUCTION » 


There is no sign yet of a substantial rise in produc- 
tion, though this would be well within capacity. 
March provisional index is 144-5, compared with 144 in 
February and the same figure in March, 1957. Four years 
ago the level was 132. 


EMPLOYMENT POSITION >» 


Unemployment has recently been steady around 2 
per cent of the working population and is unlikely 
to rise further. But the usual summer seasonal fall will 
not occur this year. Excess number of unemployed over 
unfilled vacancies was 226,000 in April, compared with 
216,000 in March and only 57,000 in April last year. Four 
years ago there were 9,000 more vacancies than un- 
employed. 


MONEY FLOW » 


Business money flow, as indicated by cheque clear- 
ings, is rising slightly. April daily average was £630 
million against £603 million in March and £598 million in 
April last year. Four years ago the figure was £469 million. 
The new Midland Bank business turnover index was 161 
for the first quarter of this year, against 153 a year earlier 
and 125 four years earlier. 


TRADE GAP > 


Gap between imports and exports continues at a 
moderate level, indicating that the trade balance 
as a whole, including invisible earnings, must be 
quite favourable. April excess of imports over exports 
was £33.6 million, compared with £26.6 million in March, 
£58.8 million in April last year and £51.5 million four years 
4k 


GOLD AND DOLLAR RESERVES > 


The inflow of gold continues, so that even allowing 
for our borrowings from America during the Suez 
‘sis, our position is as good as at any time since 
the summer of 1954. April total holdings were £1,035 
on compared with £988 million in March, £829 million 

ar earlier and £1,007 million four years earlier. 
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HARTS. Bar charts show the ‘Five Year Trend,’ 


hs Graph lines for ‘The Last Year’ compare the most recent month with the same month a year ago 


‘ost recent month with the previous month 


taking for each year the average monthly value during the most recent three 
Graph lines for ‘Last Month’ compare 


. I Spot enquiries by letter or telephone, involving no researeh, are answered free More detailed enquiries will be charged 


t cost, on the basis ‘of professional staff time absorbed 
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This applies to both general management and economic enquiries 
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MAIN ECONOMIC INFLUENCES 


1. Trends in CAPITAL SPENDING 


INDUSTRIAL INVESTMENT PLANS > 


Total level of industrial investment in 1958 is 
expected to be 2 per cent higher than in 1957. But 
revisions may shave off even this small rise, and looking 
ahead to 1959, there may be a moderate fall. Value of 
new contracts obtained by building and civil engineering 
firms in the fourth quarter of 1957 was 17 per cent down 
on a year earlier. 


FACTORY BUILDING APPROVALS )» 


Declining level of factory building approvals indi- 
cates a lower level of construction next year. In the 
first quarter of 1958 a total area of 12.1 million sq. ft. was 
approved, compared with 13.8 million in the last quarter 
of 1957, 13.7 million a year ago and 14.5 million four years 
ago. Peak for approvals was 29.7 million in the second 
quarter of 1955, heralding the 1956 boom. 


MACHINE TOOL ORDERS ) 


Machine tool orders in hand now represent only 
about nine months’ work. The latest available figure is 
for February. This shows £72.8 million orders outstanding 
—£3.5 million less than a month earlier and £23.4 million 
less than a year earlier. 


INDUSTRIAL HIRE PURCHASE » 


Industrial hire purchase is running at a fairly high 
level. The B. of T. index for February for industrial and 
building plant and equipment was 99, against 106 in 
January and 100 last July. But April H.P. sales of new cars 
and commercial vehicles totalled 24,653, against 23,311 
in March, 17,743 in April last year and 9,245 four years ago. 


MATERIAL STOCKS » 


Manufacturers’ stocks have remained at a fairly 
steady level. B. of T. index for the fourth quarter of 1957 
was 118.1, or 0.4 lower than the previous quarter but 
8.2 higher than a year earlier. Non-manufacturing stocks 
declined slightly in the fourth quarter. The nation’s stocks 
as a whole rose last year in value by £457 million. 


HOME BUILDING STARTS > 


The decline in home building continues. Number of 
houses started in the first quarter of this year was 56,825, 
against 64,621 a year earlier and 76,943 four years earlier. 
But there is likely to be a levelling-off later this year. 
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2. Trends in CONSUMER SPENDING 


RETAIL SALES >» 


Retail sales are rising and indeed will be one of the 
mainstays of economic stability this year. March 
index for all kinds of business was 150, against 140 in 
February, 143 a year ago and 122 four years ago 


DOMESTIC HIRE PURCHASE 


Domestic hire purchase has recently been fairly 
buoyant. In April 58,450 used cars were sold on H.P 
contract, compared with 51,935 in March, 50,336 in April 
last year and 26,931 four years ago. B. of T. index for 
household goods sold in shops was 98 in February, com- 
pared with 101 in January and 100 last July. 


WAGE RATES 


Wage rates will rise about 3 or 4 per cent under 
the current round of awards, after having been 
steady for several months. Index for March was 112.6, 
the same as for February, and compared with 107.0 a year 
ago and 89.2 four years ago. 


PERSONAL EXPENDITURE 


Personal expenditure has been rising steadily but 
not alarmingly, in view of past price increases. 
Fourth quarter of 1957 total was £3,778 million, which 
compares with £3,606 million a year earlier and £2,968 
million four years earlier. 


rends in PUBLIC SPENDING 


PAYMENTS FROM EXCHEQUER 


Expenditure in the financial year to date is slightly 

ahead of the same period a year ago. But budgeted 

xpenditure for the current year is also slightly higher at 

£5,038 million, against the actual expenditure of £4,920 
on in the last financial year. 


EXCHEQUER DEFICIT 


\e deficit which is usual at this time of the financial 
ir is slightly greater, so far, than at the same time 
/ear ago. Bar chart shows the Exchequer surpluses on 

ent account during each of the last five calendar years 


NE, 1958 








Five Year Trend 


Pies ee 4 


Lest Yeor Last Month 








Thou 


Five Year Trend 
60) 


ss 8 6s 





Lest Yeor Last Month 








Five Year Trend 


110 


Jan. 1956 100 





Last Year 














Thou 
imn | Five Year Trend 








Five Year Trend 


L 
. 


5 


$28 & 33 





Lost Quorter 








Last Year to Date 
§50 


500 


450 


400 




















(Mn | Five Year Trend 
700 |. 


$ & § 





Lest Year to Dote 
° 


-~25 
-50 


-75 




















4. Trends in CREDIT POLICY 


BANK DEPOSITS AND ADVANCES p> 


Bank deposits have recently been fairly steady in 
total, though advances have been rising. Unofficially 
the credit squeeze is being relaxed slightly. April deposits 
were £6,450 million, compared with £6,365 million in 
March and £6,203 million a year ago. Advances in April 
totalled £1,964 million compared with £1,917 million in 
March but £1,994 million a year ago. The recent seasonal 
low was £1,859 million in January. 


BANK RATE > 


Bank rate has been further reduced. It was cut to 6 
per cent on March 20, and to 54 per cent on May 22, after 
having been raised from 5 per cent to 7 per cent last 
September 19. Chart shows the recent history of rises 
and falls up to middle May. 


0. Trends in MARKET PRICES 


RETAIL PRICES p> 


Retail prices have moved up but should remain 
fairly steady. April index was 109.6, a rise of 1.2 points 
on March and only 1.4 points above last December. 
Changing prices of perishable foods can cause decimal 
point changes in the index when other prices are steady. 
In April last year the index was 104.5 and in the same 
month of 1954 it was 92.8. 


RAW MATERIAL PRICES > 


Decline in raw material prices has continued for 
over a year but is likely to halt this summer. April 
index was 137.4—or 1.3 below March and 22.8 below 
a year earlier, but only 6.2 below four years earlier. 


TERMS OF TRADE » 


Terms of Trade have recently been more steady, 
after moving in our favour for a year, while raw 
material prices were falling. April import price index 
was 99, or 1 point above March and 12 points below a year 
ago. April export price index was 110, the same as March 
and the same as a year ago. 


SHARE PRICES > 


Share prices have continued to hover in a state of 
uncertainty, due to industrial unrest and the stag- 
nant level of business. At the time of going to press, 
the Financial Times index of industrial ordinary shares is 
around 168, or 1 point below the average for April, 36 
points below the average for May last year but 19 points 
above the level four years ago. 
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VITAL STATISTICS 


An interest in statistics is almost universal nowadays. We make no apology, therefore, for announcing that the 
total sums assured under pension schemes designed and administered by the Noble Lowndes Pension Service 
now exceed £300,000,000. 

This means that three hundred million pounds will be shared by the ordinary men and women who are 
members of these schemes when they retire, or by their dependants if they should die before reaching retirement 
age. 

Another way of looking at it—and one which we commend to politicians of all parties—is that this is the sum 
which our clients have voluntarily undertaken, in their own and the national interest, to save and invest in the 
future of their employees. 

Lastly, it is a measure of the knowledge and experience of Noble Lowndes on every aspect of pension scheme 
planning, which is freely at your disposal. 











—. /, Lyrl L? Ny ) r 
Shée- / lle WNC SOWMOM SOWIE 


38 LOWNDES STREET - LONDON S.W.I| - TELEPHONE: SLOANE 3465 (15 LINES) 


BRITISH ISLES Belfast, Birmingham, Bristol, Cardiff, Dublin, Glasgow, Hull, Leeds, 
Liverpool, Manchester, Middlesbrough, Newcastle upon Tyne, Nottingham Romford 
and Sheffield 

Associated Companies OVERSEAS Auckland, Bulawayo, Capetown, Durban, Johannesburg, Melbourne, 
Nairobi, Salisbury, Sydney and Wellington 





Branches and 


at Home and Overseas Stot f Arr a 
5 d States of America. 


| Also represented throughout Canada and the Unite 
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running on 





two wheels? 


A truck which delivers a load and returns empty is 
only half as effective as a truck which can be given new 
orders on the spot, or diverted to pick up a fresh load. 
By fitting Pye Radio-telephones you can double the 
running efficiency of your fleet and its earning power! 
You can clear queries on the spot and speed turn- 
around—especially where you have a number of 
vehicles working in small congested areas such as 
goods yards, docks, stations or factory compounds. 
Transport concerns both large and small throughout 
the world have already proved it. 

If you want to know more, write your name and 
address in the margin of this advertisement and post 
it to us. 


~S 





is your transport 







TELEFFICIENCY —!1 


Hundreds of operators* 


country are getting vast 











































proved efficiency by using P 
Telecommunications M 
Radio. Naturally, we ourse 
have installed radiotelephor 
every one of our fleet 

fully equipped service vans tl 
are controlled from 


all over Great Britain. T? 
n-the-spot repair and 

ance forall our customers wit 
init 1 of trouble and de 

Result? Saving of time 


and frayed tempers! 





* Ir hsequent 


» MOBILE RADIO 


doubles your file ° 


PYE TELECOMMUNICATIONS LTD - NEWMARKET ROAD ~ CAMBRIDGE ENGLAND 


10 


Phone: TEVERSHAM 3131 - Cables: PYETELECCM 
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HOME MARKET SURVEY 


A Round Britain Survey: Regional Notes on Markets and Industrial Deveiopments 


SCOTLAND 


HE Scottish Home Department's annual White 
Paper, published in April, reports a | per cent 
rise in Scotland's industrial production in 1957 
30 per cent higher than in 1948 
General manufacturing industries (accounting for nearly 


making it nearly 


three-quarters of the total output) increased production 
by slightly less than | per cent, making it one-third 
higher than 1948. 

industries doing particularly well were precision in- 
struments and jewellery (9 per cent): food, drink, and 
tobacco (64 per cent); engineering, shipbuilding, and 
electrical goods (3 per cent). 

The comparatively high level of continuing unem- 
ployment (3.6 per cent) is Causing some anxiety 

Due to the changing economic position 120,000 new 
jobs will have to be created in Scotland during the next 
10 to 15 years. A raising of the percentage of new (as 
compared to traditional) industries from 30 per cent to 
50 per cent, as in England, could reduce the likelihood 
of unemployment recurring on the present scale 

The idea of the pessible market to be created by the 
European Free Trade Area is causing American in- 
dustrialists to consider manufacture in Scotland, ac- 
cording to Sir Robert Maclean, chairman of Scottish 
Industrial Estates. 


~ 


Grangemouth’s industrial development is to receive 
a further boost by absorption of industry and popula- 
tion overspill from Glasgow, which should raise the 
population at Grangemouth from 18,000 to 30,000 by 
1970. The project is being given a send-off by four 
firms who recently started negotiations. 
lhe Steel Company of Scotland's Hallside works 
ned in 1872, and one of the oldest steel plants in 
ountry—is to undergo a £2.5 million modernization 
ramme. When this finishes round about February 
year, the works will specialize in alloy steel pro- 
ion for the Colville group. 
lvilles Ltd. have now completed the first stage of 
development plan at Ravenscraig, and approval 
been given to the second stage. This will cost 
£33.5 million and take six years to complete. It 
des a duplicate battery of coke ovens and by- 
ict plant, a second blast furnace, additional steel- 
ng capacity and a modern slabbing mill. 
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Alterations to the open-hearth furnaces at Clyde 
bridge and construction of a second blast furnace and 
additional steel melting furnace at Ravenscraig will 
bring ingot capacity to 2.5 million tons per annum 
Plate production will rise from 600,000 to 800,000 tons 
per annum 

Euclid (Great Britain)—a General Motors subsidiary 

are Carrying Out two factory extension programmes 
as part of a £2.2 million investment scheme in Scotland 
An extension of 100,000 sq. ft. will have been added to 
the firm’s Newhouse plant (established 1950) by the 
end of this year, whilst 40,000 sq. ft. is being added 
to the 15,000 sq. ft. plant of Euclids’ own subsidiary 
the Peterhead Gear Manufacturing Company 


* 


A £6 million project to build a large graving dock at 
Greenock capable of taking vessels up to 100,000 dead- 
weight is being promoted. The scheme has the backing 
of a group of Clyde shipbuilders, repairers, industrialists 
and the Scottish Council (Development and Industry), 
who have formed the Inchgreen Investigating Company 
to examine the project. 

Martin, Black and Co. (Wire Ropes), after completing 
a major modernization and re-equipment programme 
only a few years ago, have started another at their 
Coatbridge works and in the mill of the Speedwell 
Wire Company—their associate firm. The plan is to 
raise capacity at Coatbridge by 20 per cent through the 
installation of another continuous in-line plant with a 
SOft. electric furnace 

L. S. Starrett Company (Scotland), British subsidiary 
of the Massachusetts manufacturers of precision tools, 
backsaws and handsaws, aim to start manufacturing 
at Jedburgh before the end of this year in a £200,000 
The intention is to employ 
100 men to start with, expanding this number later to 
250 

Astral Equipment Ltd.—a subsidiary of Morphy- 
Richards Ltd.—propose building a factory occupying 
250,000 sq. ft. at Dundee. It will employ 700 to 800 
people. A £100,000 contract has already been placed 
for the addition of an extra 60,000 sq. ft. at the firm’s 
existing factory at Kingsbury West, Dundee. 

Beckman Instruments — the British subsidiary of 


factory on a 10-acre site 




















"M ® 
and alin ancay® 


ltalian Proverb 





The tact that this thought is poetically phrased 
doesn't make it any the less depressing. In 
these days, as always, present prosperity ts 
unfortunately no guarantee of future security 

In the Book of Genesis we read of the same 
problem Joseph found the solution in 
Pharaoh's dream in which there were seven fat 
and seven thin ears of wheat. The thin ears 
represented the years of famine; the fat ears 
the years of plenty 

It is our task to help you and your employees 
provide for the lean years of retirement out of 


the income of the present 
| / We will study the needs of 
/ / your firm, and our services 
\ \ f | _ in installing and running an 


| 
| insured pension scheme are 
\\ | at vour disposal free of 
charge 

) Remember our symbol 
the promise of plenty. Let 


| us advise you 


Superannuation 
Advisory 
Services Ltd 


11 SOUTHAMPTON ROW, LONDON W,C,1 


Pele phone CHAncer 12267 8/9 





Attach your card to this advertisement and post to us 
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Beckman Instruments Incorporated, of Califort 
negotiating with the Glenrothes Development C, 





ation for 20,000 sq. ft. of factory space to mak 
cision rheostat potentiometers. 

The capacity of the Spango Valley factory o 
national Business Machines will be doubled or 
pletion of the extensions now being built. The 
1,000 workers needed will be engaged in prod 
data-processing machines and electric typewriters 

British Hydrocarbon Chemicals will bring the « 
pany’s total investment to over £25 million when 1 


complete their latest project at Grangemouth next 
This consists of two plants—together costing £8 m 

one for synthetic phenol, the other for polythene 

British Petroleum’s £2 million oil terminal develop 
ment at Finnart, Loch Long. provides for the discharge 
of super-tankers like the 100,000-tonners which are 
be built on the Clyde. A second jetty and auxilia 
storage tanks should be finished by the end of this year 

A 57-mile underground pipeline will carry the oil t 
the Grangemouth refinery—itself being expanded at 
cost of £6 million to increase its throughput from 2.5 


million tons a year to 3.3 million. 

The £2 million Ardil factory at Drungans, Dumfries 
may be reopened by I.C.I. Lack of demand for the 
protein fibre cloth made from ground-nuts caused 
closure at the end of last year. The need to design 
build and install new machinery makes it unlikely that 
production will re-start before 1960-61. 

C.A.S. (Industrial Developments) are to build four 
factories in the Glasgow area. They will cover a tota 
area of about 300,000 sq. ft. and cost £1.5 million. The 
first of them—for W. and J. Jacobs of Liverpool 
biscuit manufacturers—will be on a site of 30,000 1 
40,000 sq. ft. Building starts this month and should 
finish next spring. 

Bryant and May are building a £250,000 match | 
tory adjoining their existing one in Sluna Street, G 
gow. Their present output of 500,000 boxes of matc 
a day will be increased by 80 per cent, extending 
to part of the North of England in addition to cove 
the whole of Scotland. 

Playtex, the British subsidiary of the Internat 
Latex Corporation of America, plan to build } 
factory at the Port Glasgow industrial estate. T! 
building—75,000 sq. ft. in area—will house anoth 
workers, bringing the total to 1,150. They will p 
inflatable boats, industrial gloves and various d 
articles. 

The Secretary of State for Scotland has ap 
plans for the construction of a £40 million, 326 
nuclear power station at Hunterston, Ayresh 
work is now well under way. When complete 
be the world’s largest, using between 18 millio 
million gallons of water an hour and having 
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“FOR UNEQUALLED 


VEE: / ily 


IN TIME RECORDERS 


%& Only the Blick Range offers ALL TYPES 





at terms to suit ALL POCKETS 
with service to satisfy 
thousands of users 


Time recording presents many complex problems, 
but the Blick Range is so flexible, versatile and 
adaptable that it can solve every one, whether your 
works or office is small, large—or vast. 


That is why tens of thousands of Blick Time 
Recorders are in use all over the world. That is why 
it is well worth while getting in touch with Blick 
before you buy any kind of Time Recorder. 








All Blick models are available on very attractive 
rental terms—for ten years, five years or short 
periods to suit individual requirements— 

or for outright purchase. 





Model 51 
An enquiry now will bring you—after careful 


study of your needs—the answer to your problem, 
and will cost you nothing. 





are ideal for clocking hourly- 





paid workers. They can be supplied 





m either wood or metal cases; elec- 
trical or mechanical; to print one or 


BLICK TIME RECORDERS L” 


96/100 ALDERSGATE ST. E.C./ Phone: MONARCH 6256 


two colours — automatically or by 
depression of a handle; for set in-out 
times or to cope with overlapping 
M-Out times 
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WHO TAKES... 


CREDIT 
STATUS 
REPORTS 


CREDIT 
RATING 
BOOKS 


ACCOUNT 
COLLECTIONS 


MARKET 
RESEARCH 





We mean the financial credit, in- 
variably the basis of trade. Do you 
really know your Home and Export 
customers, their trading ability, 
financial worth, credit strength, 
business potentials? Are you sure 
that your credit and sales decisions 
are in line with your customers’ 
capacity? 


Credit reporting is a job for 
experts—it should and does cost 
modest fees. But how rewarding 
is the cost when a DUN & 
BRADSTREET service is used! 


You need convincing? Then we 
welcome the opportunity, and if 
you write or ‘phone we will gladly 
show how our credit reports can 
help your business. 


When it’s a question of credit, 
consult 


Yun & BradetreetLid 


for WORLD-WIDE CREDIT REPORTING 





ADELAIDE HOUSE, LONDON BRIDGE, LONDON, E.C.4 
Telephone: MANsion House 3255 (14 lines). 


230 OFFICES IN PRINCIPAL WORLD MARKETS 
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tricity Output valued at about £4 million a year. | 
contribute about one-quarter of the total output 
South of Scotland. 

To meet the growing demand for electricity 
south of Scotland, the South of Scotland Elect 
board is to build a 275 KV super-grid transmission 
system. Costing £9 million, the 273 miles of overh« 
lines will connect Kincardine, Edinburgh, Strath! 
Neilston, and Windyhill. The system will include { 
275 KV sub-stations and a spur to the Hunters! 
atomic power station. The new grid will link up » 
the national grid and the North of Scotland Hyd 
Electric Board system. 

A £127,000 scheme for reinforcement of supply 
Strathleven sub-stetion, Dumbartonshire, including 
new sub-station at Highmains, Dumbuck, has _ bee 
approved by the South of Scotland Electricity Board 

The Scottish Gas Board is building a £6.5 millio 
Lurgi high-pressure gas plant at Westfield, near Balli: 
gry, Fife. Grid mains bringing the cost to an estimate 
£8.45 million are being laid. The areas to be served 
immediately are Angus, Perth, Kinross, Fife, Stirling 
shire, Lanarkshire and the Lothians. Grid mains wi 
eventually extend to Stirling and Falkirk, with a con 
nection to Glasgow through Cumbernauld and Coat 
bridge. By September, 1962, the plant will be producing 
30 million cu. ft. of gas a day, and on completion wil 
mark a considerable step forward in the Scottish Gas 
Board’s programme of integration. 

A £2 million modernization programme is under way 
at the Provan Works, Glasgow, the largest gas-manufac 
turing centre in the West of Scotland. 
vertical retort with a capacity of 6.5 million cu. ft 
gas a day has already been brought into operation 

Glasgow Corporation is to spend £2.6 million on th 
three-year conversion of 30 miles of tramcar routes. O! 
this sum £341,000 will be for lifting the tram rails a 
reinstatement of roads, £380,000 for garages, and t! 
million for 350 new buses. 

It seems likely that Sir Wm. Arnold and Co 
Cleveland Bridge and Engineering Company, and D: 
man Long and Co. will form an association to b 
the projected £15 million Forth road bridge. 

As part of a £5 million expansion plan annou 
recently, the main runway at Prestwick Airport 
be extended, new terminal buildings erected, a! 
new station probably erected on the mail railwa 
to Glasgow. 

Work has started on the improvement of the Glas 
Carlisle Trunk Road between Beatock and Johr 
bridge, Dumfriesshire. The scheme includes the 
struction of dual carriageways for a distance « 
over five miles. It will cost about £470,000 an 
30 months to complete. 
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THIS MAN 
_.. 1s worth £60,000 


His employers will tell you that 
Bob West is worth every penny of 
that £60,000. Why ? Because, single 
handed he put out a fire that, 
if allowed to spread, could have 
lestroyed the whole plant 

Bob discovered the fire . 
extinguished it instantaneously . 
ind was back at his job in 5 minutes 
Modestly, he gives most of the credit 
to Nu-Swift — and Bob is right. 

Every Nu-Swift extinguisher is designed 
to fulfil a specific function in a complete system of 
fire protection. There is a Nu-Swift extinguisher 
for every risk and every extinguisher is operated in 
the upright commonsense way. That is why 


industry and commerce in 70 countries rely on 





the easy-to-handle, certain-to-operate 
Nu-Swift extinguishers. 
Delay or inefficiency in the operation of 
your extinguishers could spell disaster. You would 
be wise to request Nu-Swift to check your present fire 
fighting equipment. The report will be unbiased 
it won't cost you a penny...and could save 


ou a fortune. Get in touch with Nu-Swift today 
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vou can rely on 
NU-SWIFT 


For the attention of Mr 
IN THE SOUTH t Nu-Swift Ltd Dept. S41 


-<_ 25 Piceadilly, W.1. REGent 5724 
IN THE NORTH to Nu-Swft Ltd. (Dept. N4I 
B6) } and Yorkshire F nd 2859 
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How a 19-company team puts paper to work for you 


Nowadays multiwall paper sacks are used for countless com- 
modities — from cement to foodstuffs, rose trees to scientific 
instruments, chemicals to hats! And little wonder - they are 
strong, hygienic, weatherproof, easy to fill, seal and stack 
One of their new highly successful uses (illustrated here) is 
for the bulk packaging of seed grain. 

Paper sacks by the million are but one example of the vast 
range of paper and paperboard products for packaging, 
printing and building which are made by the Reed Paper 


Group - the ‘go ahead’ team of 19 major companies w 
concerned with every aspect of paper making and conve 

By making full use of the Group’s collective exper 
and resources, Reed team-work ensures that all these 
ducts are best and right for the job. By encouragi 
individuality of each Reed company, the Group Is a 
offer better, more personal, on-the-spot service. Eac! 
company takes the initiative in thinking and acti 
itself and for its customers 


“YOU profit from the initiative of each Company 


backed by the resources of the Group” 


ALBERT FE. REED & CO 
THE SUN PAPER MILL CO. LTD COLTHROP BOARD & PAPER MILLS LTD 
E. R. FREEMAN & WESCOTT LTD REED PAPER SALES LTD 
POWELL LANE MANUFACTURING CO. LTD CROPPER & CO. LTD 


MEDWAY PAPER SACKS LTD BROOKGATE INDUSTRIES LTD REED FLONG LTD 


In association with Kimberly-Clark Lid., makers of “Kleenex”, ‘Kotex, “ Delsey” and “ Hi-Dri” product 


THE REED PAPER GROLP 
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LTD. (AYLESFORD, TOVIL AND BRIDGE MILLS) - THE LONDON PAPER MILLS CO. LTD 
THE SOUTHERN PAPER STOCK CO. LTD 
REED CORRUGATED CASES LTD 

CUT-OUTS (CARTONS) LTD 
THE KEY ENGINEERING CO. LTD 


HEAD OFFICI 105 PICCADILLY 


EMPIRE PAPER MILLS LTD 


CONTAINERS LTD 
PAPER CONVERTERS LTD 
HOLOPLAST LTD 





LONDON - Wi 
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PROSPECT 


EXPORT MARKET SURVEY 


A Round-the-World Survey: Country by Country 


INDIA 
NDIA is over 1} million square miles in area. Her 
population numbers over 360 million and at the 
current rate of increase (12.5 per cent) should reach 
about 500 million by 1980. 

With about 70 per cent of the population still engaged 
in agriculture, the Government is trying to industrialize 
as rapidly as possible. (By the end of 1957 overall 
production had risen by at least 30 per cent over 1947.) 

The Second Five-Year Plan, launched in 1956, was 
intended to emphasize basic industrial development 
and to boost national income by 25 per cent. Total 
expenditure for 1956 to 1961 was set at about £3,500 
million. 

For a number of reasons—by no means all of them 
the fault of the planners—this second phase of India’s 
emergence as an economic power in the world has been 
dogged by ill-luck. A risk was taken in budgeting for 
a £900 million deficit at the outset. In 1957 the decline 
in world commodity prices affected India’s exports of 
Steel, there was a disastrous harvest due to the mon- 
soons, trade was disrupted by the Suez crisis and her 
foreign exchange reserves run down by the flight from 
the pound last autumn. 


x 


Despite all these adversities however the economy 
has survived—thanks to U.S. loans, ruthless pruning 
‘f consumer imports and the massive import of food 
rains. What has been called the ‘hard core’ of the 
Second Five-Year Plan—the steel plants, railway exten- 
ions, mineral projects, electric power schemes and port 
levelopment programmes—is to be retained. 
Suggestions are now being made that the emphasis 
the Second Plan should be switched back to agri- 
ilture to ensure complete self-sufficiency. No extra 
ince has yet been allocated, however, so the future 
ll have to depend on luck with the monsoons and 
ntinued U.S. aid. 
The Government is now abandoning the policy of 
ferred payments on imports which it pursued so 
ongly in 1956-57. The reason for this is doubtless 
nnected with the fall of India’s sterling balances from 
60 million at the end of that year to the £200 million 
irk, where they are now steady, together with the fact 
it substantial payments on goods already imported 


| due later this summer. 
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No estimate of the extent of these commitments is 
available, but it is worth noting that recent legislation 
permits the Government to run her sterling balances 
down to the bare minimum of the £60 million necessary 
to cover her currency. Even if this were done, however, 
the country would still be reasonably secure with her 
£88 million in gold and £25 million in dollar reserves. 

Potential openings exist for the British businessman 
in the form of the ‘core’ and ‘none-core’ categories into 
which imports have been divided. 
the reach of U.K. exporters (subject of course to com- 
petition from outside the Berne Union). 
open to U.K. business only if it can invest or give a loan. 


The first is within 


The second is 


* 


Discouraging from this point of view are the five- 
year credits offered by the Japanese for a wide range 
of machinery, and the issue of licenses by East European 
against blocked rupees. High company 
taxation reduces incentive to invest, whilst the limita- 


countries 


tion of royalties to 5 per cent (leaving only 1.8 per cent 
after tax) is a positive deterrent to the sale of ‘know- 
how.” 

A slight hope of better things to come is offered in 
the 1958-59 Budget removing the tax on the passage 
home of technicians from this country, whilst technical 
impracticability renders the ‘Indianization’ of the for- 
eign concerns less frightening than it appears on paper. 

The ‘hard-core’ development theme is aimed essentially 
at raising the output of steel, and to do this it is also 
necessary to develop ancillary services such as trans- 
port and power. 

Work on the three new steel plants, costing a total of 
£300 million, is now well in hand. The one at Durgapur 
was begun by a U.K. consortium in 1956 and will 
The nearby 
water and electricity, 


produce 3.4 million tons of steel per year 
Damodar project will supply 
whilst mines in the Bolani region of Orissa will provide 
the iron ore 

Krupp, Demag and 21 
helping with the Rourkela plant 


German firms are 
Besides 2.7 million 


tons of steel annually, it is possible that fertilizer may 


other 


be obtained as a by-product when a special factory is 
established nearby 
The Soviet Union has already supplied steelwork and 
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ave yOu 


The Maximum Insurance Gover 
for the Minimum Gost ? 


An up-to-date easy-to-read 
Report of your Insurances ? 


A note of the risks NOT 
covered by your Policies ? 


Frequent visits from your 
Insurers or Brokers ? 


uf not- you need 


A first-class 
Insurance Broker Service 


McKenzie & Co. (Insurance Brokers 
Ltd. give you all these — wherever you 
may be. Distance is no object. 
Furthermore, there is no charge for 


their services. 


Please complete this coupon for full information: 


6 Company 
g Address 


Telephone No 


g Enquirer’s Name and Status 
Re its: 


McKENZIE & CO. 


Insurance Brokers) Ltd 
125 HIGH HOLBORN, LONDON, W.C,I 


Telephone No. CHA 5226 


A Representative will make an appointment to see you 





PTT Prospect 


much of the equipment for the Bhilai plant (a 
output 3.2 million tons), whilst U.K., French, | 
and Czech firms are being consulted on a pi: 
establishing a plant to manufacture special alloy 
stainless steel. 

When completed round about 1961 these new | 
should bring total output up to 11 million ton 
annum as compared to 1.7 million in 1955-56 

Of the total £320 million allocated in the Pul 
Sector for power, £177 million will be spent on genx 
tion, £69 million on transmission, £18 millios 
distribution in rural areas and £56.5 million on sm: 
town and rural electrification. The projects involy 
will produce an estimated additional 3.5 million k.w 
bringing total installed capacity up to 6.9 million k.\ 

Excluding power generated by firms for their own 
use, the estimated consumption of electricity in 1960 
will be 16,600 million k.w.h., 12,000 million k.w.h. of 
this going to industry and 1,480 million to domestic use 

Keyed in with the power programme is a £283 million 
overall irrigation plan for an additional! 21 million acres 
of land. Of this area 12 million acres will be obtained 
from large and medium projects, and 9 million from 
minor ones. The big schemes are sited at Ukai, Tawa 
Narmada, Salandi, Banas, Barna and Vamasadhara 

The Damodar Valley Corporation—India’s counter 
part of the Tennessee Valley Authority—has nearly 
finished its programme to co-ordinate development of 
the entire river basin. Eventual power output will be 
829 M.W., but the main aim is a flood control scheme 
with two main canals, 55 and 85 miles long (the latter 
navigable), and over 2,800 miles of secondary canals 
for irrigating over a million acres. 

In the field of transport £676 million of the £1,040 
million allocation is earmarked for the railways (tota! 
mileage—about 35,000). This will be used chiefly to 
double 1,607 miles of track, convert 265 miles of metre 
gauge to broad gauge, electrify 826 miles and dieselize 
over 1,293 miles, construct 842 miles of new lin 
renew 8,000 miles of obsolete track and procure 2,258 
locomotives, 107,247 wagons and 11,364 coaches 

An integral part of the plan is the completion o! 
Ganga Bridge and the construction of other brid 
over the Brahmaputra, Jumna and Gankak. 

An allocation of £198 million has been made 
carrying on the work started during the first Five-) 
Plan to add about 30,000 miles of all grades of r 
the 97,000 miles already existing, to upgrade an 
10,C0O miles, construct 600 miles of junctions, 60 | 
bridges, improve 1,700 miles and widen 3,000 m 
the existing sections. 

Port and harbour development costing £30 | 
should enable the major Indian ports to handle 
25 million tons of traffic a year as opposed to 20 | 
at the start of the first Plan. 
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TR Equipment 
GLE Q NeW sling 


Consider the design of this equipment—smart 
distinctive and, above all, functional. In fact, 
time saving equipment which is not out of place 
even in the most dignified or modern surround 
ings. Although TR equipment has been restyled 
it still retains the same hallmark of reliability 
which has been proved over the past 50 years 
for TR equipment keeps working always, thanks 
to the unbeatable maintenance service supplied 
by skilled TR engineers. 

This equipment helps everyone to do thei 
work more quickly and more easily. No business 
faced with today’s competition, high overheads 
and high bank rates can afford to be without 
TR equipment. 


Write today for details! 


Keep in touch with TR services 





re . 


OPERATING TR SERVICES 














TR Services include 


a 
Fr? 
< 


Internal Telephones 


One of the TR Ser es pr ling 
etween de irfment nd ind 
/ Inst ; ted to 

t ine 








Time Control embraces yn- 
hronisedclocks, attendance and 


recorders, audible time 





Internal Broadcasting 
Combining facilities for Staff 
Location, Audible Time Signals, 
Music-while-you-work and an 
nouncements 


Internal Telephones, Internal 
Broadcasting, Staff Location, Time Control, Watch- 
man Protection, Fire Alarms, Centralograph. 


KENsington 9201 


Head Office, KNIGHTSBRIDGE, LONDON, 8.W.7 
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TAKE THE SHORT CUT TO LOWER ACCOUNTING COS rs 


A Burroughs Sensimatic in your office will pay for itself over and over ax ain 








The secret of the 
Sensimatic’s speed, 
accuracy and flexibility 
lies in its exclusive 
sensing panel. This is 
a control unit which 
permits each job to 

be individually 
programmed and four 
or more programmes 
may be incorporated in 
ONE unit. Maximum 
automaticity and 
economy are ensured 
and varying 
combinations of 
memory units are 
available. 

Automatic features 
simplify the operation 
of the machine, and 
up-to-date Management 
reports are provided as 
a by-product of routine 
accounting applications. 

Contact your local 
Burroughs office or 
write direct to: 
Burroughs Adding 
Machine Ltd., 

356-366 Oxford Street, 
London W.1. 











WARS) OF BUSES 





Could more firms reveal 
their salary range ? 

In terms of salary, how much is a 
bank worth? that 
matter, how much is a cabinet minis- 
ter worth? The standard ministerial 
salary is £5,000, and on that basis 
Barclays Bank can claim that 21 of 
their top executives are of ‘cabinet 


manager For 


minister status.” 

Altogether, 400 of their managers 
are ‘rich men’ earning £2,000 a year 
or more. Coming down the scale, 
45 per cent of their branch managers 
earn £1,750 a year or more. 

It is rare for a firm to reveal the 
range of their upper salaries. Bar- 
clays have done this to help allay the 
old suspicion that bank people are 
under-paid and to point out, in their 
recruitment drive, the good pros- 
pects of higher reward that lie ahead 
of the capable and ambitious young 
man, 

A similar object lies behind the 
salary ladders depicted in George 
Copeman’s book “Promotion and 
Pay for Executives.”* The figures 

ven cannot show an executive what 
he is ‘entitled’ to earn in his present 

st. All posts are different. No 
ose comparison is possible. All 
it can be done is to show the sort 
speed with which some executives 
mb a number of different types of 
omotion ladder. 


‘incentive system 
or apprentices 

A system of ‘tickets’ for industrial 
the Mer- 
int Navy tickets—was advocated 
D. L. Nicolson, assistant mana- 


pprentices—on lines of 


siness Publications 
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18s. net or 19s. post paid 


ging director of Production-Engineer- 
ing Ltd., at a recent Scottish Man- 
agement Conference 

He said that the system might be 
firms. A 
man who attended classes and passed 
verbal and 
could be 


developed in individual 


written examinations 
awarded a master’s, in- 
spector’s, planner’s, chargehand’s or 
foreman’s ‘ticket,’ whether or not an 
actual appointment was made. 

Each step forward would be re- 
warded by a merit increase to his 
basic wage. 
might be 
framework of joint consultation. 


A system of this sort 


administered within the 


Mol register helps 
executive job-hunt 

Although there was some criticism 
when the Ministry of Labour aban- 
doned—as 
their system of Appointments Offices, 
the Professional and Executive Regis- 


an economy measure 


ter which replaced it seems to be 
doing a better job. 

During its first year, the Register 
placed about 3,000 men and women 
in professional or managerial posts. 
Every month since August 1957, the 


number of placings have exceeded 
the Appointments Offices’ combined 
scores in the corresponding period of 
1956 

The Register service is provided 
through 48 of the larger employment 
exchanges. It covers all executive 
appointments except those dealt with 
by the Technical and Scientific Regis- 


ter 


New ‘sandwich’ 
course for executives 

A four-year ‘sandwich’ course in 
business administration is being in- 
troduced this year by the Woolwich 
Polytechnic in south-east London. 
They describe it as the first of its kind. 

In each year, students will spend 
seven months (October to April inclu- 
sive) at the college and five months 
in industrial firms. 
Those who pass the final examination 
and have a satisfactory record out- 
side the college will get a Diploma 
in Business Administration. 


or commercial 


Subjects include accounting, law, 
economics, statistics, production 
methods, industrial materials, work 
study and O. and M. The Polytechnic 





Next Month 


Forward Planning 


Case-histories show how progressive firms set 
targets and draw up long-range budgets 


Automatic Work D 


live ry 


Punched cards control the conveyor system in a 


Midland firm’s workshop 
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BUSINESS subscribers are to get 
two extra issues this year—at no 
extra cost. 


One(published in mid-September) 
will contain a complete preview of 
the Business Efficiency Exhibition at 
Manchester. The other (published 
in mid-November) will survey the 
latest developments in automatic 
data processing and preview the 
forthcoming Computer Exhibition 
and Business Symposium at Olympia, 
London. 


Bonus for 
‘Business’ 
Readers 


Both of these full-sized special 
issues will be sent automatically, 
free of charge, to current BUSINESS 
subscribers. 





say that the technical subjects are 
essential ‘liberal’ studies 
mercial apprentices, non- 
technical subjects are for engineering 
apprentices. 


for com- 
just as 


Small firm ‘sandwich’ 
students to get grants 

Technical college students on ad- 
vanced ‘sandwich’ courses are to get 
local education authority grants if 
their employers are unwilling or un- 
able to help them financially during 
the periods spent in college. 

This was announced at a press 
conference held recently by the Min- 
istry of Education and the Federation 
of British Industries. Education 
Minister Geoffrey Lloyd said that it 
was hoped to raise the number of 
students on such courses from 8,000 
to 20,000. 

Most of the current students are 
supported by their employers. The 
purpose of the grants is to persuade 
more small and medium-sized firms 
to co-operate in this type of training. 


Payment-by-results : 
not much change 

“Fewer Being Paid by Results” 
said a headline in The Times. **More 
Paid by Results” said a headline in 
the Daily Telegraph. From this one 
may gather that the trend (up or 
down) is very slight. 
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In fact, The Times wins by a nose. 
A new Ministry of Labour survey 
shows that the number of industrial 
workers covered by payment - by - 
results schemes has dropped by one 
per cent since a 
1955. 

But although such schemes are 
increasingly becoming a target for 
criticism (see panel discussion on 
pages 66-70) their application has 
been pretty stable since the war. In 
1947 the percentage was 28; in 1950, 
1953 and 1955, it was 32. The imme- 
diate pre-war figure was 25 per cent. 

The slight drop between 1955 and 
1957 seems to have taken place in 
firms employing more than 1,000. 
So presumably it is one result of 
increasing mechanization, which 
makes the application of individual 
incentives more difficult. 


similar survey in 


Expert aid for 
industrial editors 


House magazine editors now have 
a chance to get professional guidance 
on different aspects of their work. 
For the benefit of members, the 
British Association of Industrial Edi- 
tors has set up a permanent advisory 
panel. 

A number of well-known journal- 
ists and experts in other fields have 
agreed to serve on it. They represent 
reporting, feature-writing, industrial 
communications, design and layout, 





photography, block-maki { 
printing. 

Members’ requests for he 
being routed through the B 
national secretary, Geoffrey P 
H. J. Heinz Co. Ltd., W 
Road, Harlesden, London N.W 


co 


American know-how 
for office managers 


Two American office efficien 
perts arrive in Britain this mo 
run a four-day seminar for the Off 
Management Association It 
been arranged with the co-oper 
of the European Productivity Agenc 

The experts are Edward J. Gauthic 
and Dr. O. Richard Wessels The 
have been conducting similar semi: 
ars in more than a dozen European 
countries. 

Subjects include office organiza 
tion, salary administration, training 
office workers, organization of office 
and trends in 
and machines. 


services, equipment 


Research speeds up 
training methods 


The volume of analytical training 
methods was stressed by W. Douglas 
Seymour of Birmingham University 
at a recent Ergonomics Research 
Society symposium. He said that tn 
many industries they have cut train 
ing times by as much as two-thirds 

The principle of analytical training 
is that a task is broken down into 
components, so that separate instruc 
tion can be given in each. 

Research experiments at Birming- 
ham University’s Department of E: 
gineering Production have shown | 
importance of the ‘perceptual’ c 
ponent. Experienced workers b 
inexperienced workers only bec 
they performed the slow ‘percep! 
ly difficult’ movements less slow 

In operator training based or 
research, the skills of experi 
workers are scrutinized to see w! 
any special uses of the sens 
bodily movements require pre 
ary exercises. The task is the 
into parts for training. 

Trainees, working in pairs 
by taking the parts separately 
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jg is! THE SENSATIONAL 






ADDING/LISTING MACHINE 


Other models also 
vailable with sub- 
raction and over- 
ve Capacity up to 
999,999-19-112d. Elec- 
ical or Manual 
peration—Sterling 
decimal. 








OBTAINABLE Please rush without obligation full details 
FROM OFFICE of all Adwel Adding Machines 
EQUIPMENT 
STABLISHMENTS NAME 
EVERYWHERE 


DOWEL ADDING MACHINES LTD. | 


inistrative Offices : 20, Pall Mall, London, 8.W.1 | “ 
TEL: TRA 2203/4 eC 


ADWEL 


TO ADWEL ADDING MACHINES LTD., 20, PALL MALL, LONDON, S.W.1 
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SECRETARY! 


FOR THE TOP EXECUTIVE | 















A precision recorder that slips into your pocket or lies 
unobtrusively on your desk. A perfect aid to the memory 
Facts, figures, conversations recorded immediately 


TRAVELLING—Travelling by car, ‘plane or boat can be 
dictating time! 


CONFERENCES—A MINIFON on the table and you hav: 
verbatim minutes! 


IN THE OFFICE—The perfect secretary ! 
Small and light (weighs only 2 lbs). Records for hours 


BATTERY OPERATED Y 


AT THE OFFICE 


* SMALL 
AND LIGHT 


(weighs only 2 Ibs) 





min be POCKET RECORDER P.5° ‘S’ 
* RECORDS FOR Ford 


HOURS E.M.1. SALES & SERVICE LTD. (Office Equipment Division 
H Master Voice Show! ms. 363-367 Oxford Street, Lond W.1. GROsvenor 7127 
r DEANSGATE 6043 — Birmingham MIDLAND 5821 — Glas v DOUGLAS 6061 
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tt have been mastered, they per- 
fc all of the parts together, once, 
twice and so on, until their work is 
up to the standard of an experienced 
worker. A ‘fault analysis’—specifying 
each type of fault, together with its 
cause and cure—helps the trainee to 
reach the highest quality of work. 


One way to 
reduce lost time 

How much working time is lost in 
doctors’ waiting rooms by employees 
who want nothing more than a certi- 
ficate after a short spell of sickness ? 
Over a year, it probably amounts to 
hundreds of thousands of hours. 

A Hampshire firm have tackled 
this waste on their own initiative by 
dispensing with certificates for ab- 
sences of less than four days. On 
returning to work, the employee has 
merely to report to a nurse and 
sign a declaration that the absence 
was caused by genuine sickness. 

The firm—W. R. Warner and Co. 
Ltd.—were able to make this reform 
because it is their policy to pay all 
clerical and factory employees during 
periods of sickness. The no-certifi- 
cate rule was introduced about 12 
months ago. Ina letter to the Dail) 
Telegraph, their personnel manager 
says that it “has in no way been 
abused and absence due to sickness 
has not increased.” 

The rule is warmly appreciated by 


ocal doctors as well as by employees. 


B o T predicts 
automation boom 


During the next few years there is 


to be a big increase in the use of 


omation equipment by commer- 
and industrial firms. The results 
1 recent inquiry by the Board of 
de (who sent questionnaires to 
s, manufacturers and trade asso- 
ons) reveal that: 

By 1962, nearly all of the major 
oyers of clerical labour expect to 
sing electronic computers. They 
de distributive trades, banks, 
rance companies, hospital boards 
local authorities. Industrial con- 
S which aim to have an office 
puter by then include iron and 
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presented 
by Shell Mex and B.P. to the 
British Association of Indus- 
trial Editors is to be awarded 
for the best ‘house story’ of 
the year. Engraved by artist 
Anthony Pope, the trophy de- 
picts a modern version of 
Shakespeare's ‘Seven Stages 
of Man’. 


ns 


CHE, , 4 NATE of 
the British Institute of Man- 
agement is the Rt. Hon. the 
Earl of Verulam, J.P., chair- 
man of three companies and a 
director of others. Polyglot 
and active in many welfare 
organizations, he has still 
found time to publish several 
books, and to follow such in- 
terests as mountaineering and 
archaeology. 











for a sculpture group was designed by Maurice Higham, an em- 
ployee of the Taylor Woodrow organization. The group represents team- 
work and will stand in front of Taylor Woodrow's new office block in 
Hanger Lane, London. Sculptor David Wynne is now cutting the 18ft. 
long and 7ft. high work from Cornish granite. 














steel firms, oil firms and manufac- 
turers of aircraft, electrical goods, 
scientific instruments, cables, pumps, 
cycles and motor-cycles, excavators 
and bearings. 

Further applications of transfer 
machines are forecast by manufac- 
turers of electric switchgear compo- 
nents, domestic appliances, cycle 
components, internal combustion 
engines, dry batteries, lawnmowers, 
sewing machine components and 
alarm clocks. 


Seventy-six years at work 
—and never late 

Firms which suffer from bad time- 
keeping and heavy absenteeism will 
sigh wistfully over the example of 
86-year-old John Norman, a fore- 
man at the Alva (Clackmannan) mill 
of W. Archibald Son and Co. Ltd. 

In 76 years at work he has never 
been late, and has missed only seven 
weeks through sickness. His last 
absence was caused by influenza in 
1918. 


Take-over threat 
brings out the facts 

Between the beginning of 1948 
and the end of 1957, the capital em- 
ployed in 115 representative machine 
tool manufacturing firms trebled 
from £25.5 million to £78.5 million. 

This is one of the points made in a 
booklet produced by the Machine 
Tool Trades Association, with an eye 
to meeting in advance political 
attacks on the industry. The threat 
of nationalization has at least caused 
the industry's record to be publicised. 


No rest for 
the foreigners ? 

The O.E.E.C. have published a 
tri-lingual “Glossary of Work Study 
Terms” (one of those slim, esoteric 
volumes which are unlikely to find a 
place on many bedside tables). 

In some cases the English terms 
have no French or German equiva- 
lents. A notable example is “‘com- 
pensating relaxation allowance or 
rest allowance” 

Is this a sad reflection on the 
British attitude towards productivity ? 
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PRODVGTS 
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MOSCOW-BOUND coach will 
be plying between Westmin- 
ster and the Kremlin this sum- 
mer. Enterprising shipping 
brokers, L. W. Morland and 
Co. Ltd., are breaking through 
the iron curtain to give Britons 
the chance to visit the Soviet 
Union on a 17-day tour at acost 
of 100 guineas. 


41-YEAR-OLD Robert Carr, 
M.P., former Parliamentary 
Secretary to the Ministry of 
Labour and National Service, 
has become Chairman of John 
Dale Ltd. He began his indus- 
trial career as an apprentice 
with this company and be- 
came director of research and 
development before going into 
politics eight years ago. 








(OUR MONEY in the bank can be accurately counted at the 
rate of 20,000 notes an hour. This machine is one of many 
mechanical office aids used by Midland Bank to achieve 
greater efficiency. An expert cashier, in comparison, counts 
by hand only 6,000 to 4,000 notes an hour. 
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Regd. Trade Mark 


Com 


SALES 
SCHOOLS 
SERVICES 








This copy typist never makes a mistake 


THE secret of this copy typist is that she never 
types any straight copy work. She uses the Kodak 
*Verifax’ Copier. It’s not only 7 times faster than 
typing, it is always accurate to the last detail. 
There's no need for checking. 

Copies made with the ‘Verifax’ are facsimile 
copies, made on inexpensive paper. In normal use 


GET A 


Made by Kodak 


KODAK LIMITED (DEPT. 495 
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COPIER 


the ‘Verifax’ can save its cost in two months 
Anyone can learn to use the ‘ Verifax’ in five 
minutes. It is clean, self-contained and takes up 
little more desk room than a typewriter. 
Whatever your business—-no matter how big 
or small, there’s room in it for the *Verifax 
Copier. Send for details today. 





KODAK HOUSE, KINGSWAY, LONDON, W.C.2 *Verifax’ is a Register 












Here at last... 
is a chair that has everything. The double curved back- 


rest is adjustable for height and angle and is spring- 
loaded with tension control. The fully-sprung seat can 
be raised or lowered with a new adjustment which 
allows free swivel movement yet stays at the desired 
seat height. All these features, and more, plus the wide 
range of ‘Du-al’ upholstery materials and finishes, en- 
sure that here at last is a chair designed for individuality 


Du-al model P. 24 
Secretarial Swivel Posture Chair 


have the 
wer to ai/ 


r seating problems 


Du-al House, 
Telephone HARrow 5141 (5 lines) 
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Very few people have average figures, the 
human frame and shape differs in every individual. 
Theoretically, therefore, for true posture and 

the comfort that is essential for efficiency, 

the answer would seem to be a chair constructed 
in accordance with the anatomical dimensions 

of the user. The alternative ? 


A chair that is truly adjustable! 





tubular steel furniture 


DARE-INGLIS PRODUCTS LIMITED 


Road, Harrow, Middlesex 
Telegrams DU-AL, HARROW 


29 








“All these papers from a 
file into a Bound Book in 
two minutes?” 





‘“‘Two minutes ?”’ 





“I'd like to see it done!’ 

















‘Get hold of Jetleys...their System 
does it... has done for years! ' 


“and what is more important, gives that greater 

security we need, saves us space and money ‘6 
The bound book ensures that no unauthorised 

removal of papers takes place, whilst it occupies 

only 45 per cent cf the space taken up by 

lever arch file and the book ensures that 

ease of reference is maintained. That is w! 

we should ‘Get hold of Jetleys !’ 


Jetieys, the book you make for yourself 
library you maintain with pleasure ar 


— with pride. Installed by leaders in industry 
fi FE I | E ; public utility undertakings the world ove 
Sata 





sss lll OS ---------- 


To: JETLEYS (GREAT BRITAIN) LTD., Huddersfield, Y 


Please arrange a demonstration of JETLEYS without 





my part re) 
FIRM 


EXECUTIVE 


“ Simplicity & Security” 














i 
ee ——*—<“‘“‘“‘“«*«C RR a a Sk a ee ee een ee eee 
South Africa: Jetioys Systems (Pty.) Ltd. Head Office 93 Longmarket Street, Cape Town. New Zealand: Marvir NZ)]Ltd., 118/120 Wakefield Stree 
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“Golden Egg ?... Who — me?” 


It’s no good looking for Golden Eggs or other miracles to cocccceccceccococcocosocosscococoscosocscocescoooees eee 
explain a favourable cash position. Often it is simply a matter 
ot efficient stock control. All too often over-large stocks eat 
up liquid assets unnecessarily, and ham-string the business. 
Don’t tolerate it! Here are three “Golden Eggs” for keeping 
t pin-point efficiency: 

t For stocks carried by distribution, shops, depots, Roundsmen, 
etc.—Prepare these in one third of former time—from sales 
orders—and any Kalamazoo Summarizer Equipment. 

For large numbers of individual items of high value, e.g. 
jewellery, furs, machine parts, etc. Reduce “frozen” capital by 
matching production or buying against demand. Kalamazoo 
Visible Index Stock Control does this. 

For the normal stores’ problems—eliminate pilfering — prevent 
works hold-ups-—facilitate car marking of goods—stock figures 


in minutes, etc. 
ra STOCK } suse 
| K Clhopoayoo [Ba eee 


KALAMAZOO LTD - NORTHFIELD + BIRMINGHAM 31 


31 


To KALAMAZOO LTD., 
NORTHFIELD, BIRMINGHAM a1 
Please let me have details of your 
Stock Control methods without 
obligation. 


Name 


Nu 


Name of Company 





w 
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1.C.C. Letter Opening Machine 
pay for themselves 


BY THE SAVING OF CLERK-HOURS AS C 
RAPIDLY AS THEY WILL OPEN YOUR 


DAILY POST tz 













This small lightweight 1.C.C 
opener and one office junior can « 
your mail safely and consistently at ¢ 0 
rate of 500 letters per minute. Automat 
letter opening saves valuable staff-tim: 
and money. This reliable machine pay 
for itself in months. Electric or ha 
operated models. 









TYPE E-90 


British oogee d 


Ask now for full information 


International Coin 
ees Vounting Machine i 





and Made 








Now he has new responsibilities. And that calls ot, 


for insurance. His Managing Director told him to 
» mtact Confederation Life. ““They’re a fine Company,” he said, “and 





have one of the best plans I know for combining savings and protection—even if anything should 
happen to reduce one’s earning capacity.” 


So he discussed his needs with his Confederation Life man and settled on a Family Protection 





policy. Now his wife is protected. It’s a sensible way to start. 


Write today for full details of economic insurance to meet your individual needs. PSS 


C onfederation 


Aa SBBOCIATIOO ™ 





(Incorporated in Canada in 1871 as a Limited Company) Assets over £120,000,000 


J. H. B. Clover, Manager of U.K. Branches 
CONFEDERATION LIFE ASSOCIATION, 18 Park Lane, London, W.1 
Please send, without obligation, details of your FAMILY PROTECTION Pian 


Name 
Address 


Date of Birth 


! 
1 
! 
| 
! 
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COPE-CHAT 
takes care 
of your 

Vital 
Statistics .. . 
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THE SLIP-POST gine 
“Slip-Post’”’ is an unique metho 
of uheieg and posting figures in 
unit form. 





THE raplroeige iheceid pln pplonied re 
GATEWAY HOUSE, 1 WATLING STREET, L » 
Telephone: CiTy 2284 
Registered Office and Works: STROUD, GLOS. 
h Bristol cust’ aad Leeds, Leicester, Liverpool, 
7" gg nll Newcastle-upon-Tyne, and Sheffield 
Agent in Ireland: 8 Crowe Street, Dundalk 
Agents throughout the world. 
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THE PARAMOUNT 
PUNCHED CARD 
SYSTEM 
“Paramount” Cards are 
widely and successfully used 
for the analysis of facts and 

figures. 


** ees 
OOO oe 
Fore a*. 8 0's 
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The “ Paramount " and “ Slip- 
Post’ systems are both ex- 
ce ent media for analysing and 
summarising your periodical 
figures under any group or 
sequence which may be re- 


quired 


Please send the coupon for 


Details. 


To the Copeland-Chatterson Co. Ltd. pono 
full details of the “Paramount” and ‘‘Slip-Pos 
Systems. 


Name 
Position 
Address 
PsP 8 
a oe ee 33 
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Have You 
Investigated 
Edison 

Tele-Voice 2 


Remote-control Dictating 
introduced first by ‘EDISON’ 







Edison Tele-Voice saves money and 
time—it increases production and efficiency 


Simplicity is absolutely necessary in a dictating instrument and the Edison 
Tele-Voicewriter affords it in full measure. 

Each TELE-VOICE station is a familiar *phone-like instrument which is handled 
just like a telephone. Merely by pressing a button the Executive can record 
his work, listen back and make corrections in his dictation. 

A TELE-VOICE network can contain three phones or three thousand — and 
stations may be easily re-allocated or added as work loads vary. 

Each dictation phone is wired to an Edison TELE-VOICEWRITER—the key to 
any phone dictation system. 

Both the central recorder and the new Edison Secretarial transcribing instru- 
ment are rugged and built for heavy-duty, all-day use. Their fully-enclosed 
design assures complete protection necessary for long life and trouble-free 
operation. 

Let us assist you—telephone or write or call for particulars of Edison Remote 
Control Dictation—the TELE-VOICEWRITER. 


ions Q.Betioon- 


LIMITED 


VICTORIA HOUSE, SOUTHAMPTON ROW, LONDON, W.C.1 
Telephone HOLborn 9988 











BRANCHES AND DEALERS Manchester Birmingham Bristol Newcastle Leeds Glasgow Southampton Belfast D 
_————— 

. ro . = >. 
€ Pe \ CPx Connect to one | | _ =i 
4 . KC i} 
’ 4 Many low-cost, _  -_ SS) Remcote-control single, central NEES 
Caay-0O-use ’ a TELE-voice Stations recording instrumeni— \ zt 

th ; the EDISON 

‘ ees TELE-VOICE 
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TEMPORARY STAGING 
The simplicity of the Kee Klamp 
system is invaluable for staging to 
provide periodic inspection at any 
level. It enables extensions or 
alterations from the original to 


be made quickly and easily. 


SOLVE YOUR 
CONSTRUCTION PROBLEMS 


WITH 





KEE KLAMPS 


Regd. Trade Mark 
Kee Klamps exploit steel tubing with its constant 
strength in every direction. They form rigid joints 
between one tube length and another and simplify 
the building of every conceivable type of structure. 
Seven sizes to take tubing from 3" to 2” nominal 
bore give a wide choice of material. 
Integral grub screws for quick fixing-—no loose nuts 
and bolts, no sharp edges or dust collecting cavities. 


KEE KLAMPS CONVERT TUBING INTO STRUCTURES 
70 TYPES 


PERMANENT STORAGE 
Kee Klamp Storage Racking 7 SIZES 


can be “task-tailored”’ to 












make the most efficient use of ' , 
available space. It can be The Key to all Problems of i 
built up to the ceiling, Construction. ' 
down to the basement, Kee Klamps and tubing 

over gangways, etc. It are locked in position — 

can release valuable simply by turning the key ! 


floor area for pro- 
duction purposes. 





The GEO. H. GASCOIGNE CO. LTD., 507 GASCOIGNE HOUSE, READING, BERKS 


Telephone READING 54417 (3 lines) 
iUNE, 1958 3 





The A can save 


you 90% of your addressing costs! 


4 Single Print But you must be s 


for continuous label printing is the right machine. 1 


is why Addressall hay 


full range of mac! 









. yyy for every size of business! 


As your busi 


expands, you can get 


larger machine, but you 


Stencils are exactly 


Model 65 


inexpensive rotary addressing 
machine 


SS 


the same. Your 


nearest Addressall rey 


WN 





SN 


resentative is at your 
Y MMMM y 
MMM) “erates 
lly select the right machine 


MM yyy yy U for the job 


WN 


service to help yo 


SSK 


\ 
SY 


Addressall systems are 


AAA 


Model 90 based on the fibre stenc 
for addressing Envelopes, which is light, clean, and 
Statements, Labels, at can be typed on you 


1,000 prints per hour 
own typewriter with the 


WWE 





aid of an inexpensive 


MMOL , attachment, providing 


we not only an addressing 





Model 135 Y unit but a recording 
automatically addresses y Y system as we 
waited Se dingrees = Y This factor, allied wit! 
25 per minute = = th J the low capital ol ‘ 
Ses : > Y required, means that 
Wye Se e Y Addressall system ts 
7 ULM Y only more efficient 


Vim y aes Y 
ae Ullllllmayyyyyyyy/ rope 


We would be ple 


to send you an expla! 


Model 300 il 
> -t, or arrange | 

for automatic selection, is eafie f 

fitted with sheet lister Addressall represent 


to call, if you wi 


AK l"lEep>—”"[l.U. 


WS 





11-13, SOUTHAMPTON ROW LONDON W.G.j 
i aAaky: Telephones: HOLborn 3571 - 3572 é 








‘THANET’ 


DOUBLE AND SINGLE PEDESTAL DESKS 


FEATURES INCLUDE :- 

Clean, modern design. 

Lino-covered top with extruded aluminium retaining bead 

Alternative arrangement of drawers (3 Box drawers or | Box drawer 
and 1 Filing drawer in either pedestal of Double Pedestal Desk; 
3 Box drawers or | Box drawer and | Filing drawer in Single Pedestal 
Desk, with pedestal on right or left). 

Box drawers run on nylon glides and fitted with rubber stops. 

Filing drawers on fully ball-bearing progressive suspension arms. 


Recessed plinths below pedestals to provide toe-space. 


Suspended Filing Chassis in Filing drawers if desired (either cross- 
fling foolscap-width or full-depth quarto-width). 


Stationery Inserts for Box drawers if required. 
High-grade finish, stove-enamelled over phosphate coating. 


tandard colour, Scarborough Grey with Black lino top. Other 
ours to order. 


‘ORT: The construction of these desks enables them to be completely 
cked-down for shipment. 


Please ask for List No. BU 95! 














Modern 
Steel 
Desks 


at Low Cost 










Steel Filing Cabinets 
in units of 1-5 drawers 
Multi-Drawer and 
Jumbo Cabinets Plan 
Cabinets Office and 


desk accessories 


Steel Cupboards with 
adiustable shelves or 
Pigeon-holes Shding- 
Door Cupboards. Clo 


thes Lockers Steel 
Sheiving and Storage 
Bins 


A. HARVEY & CO. (LONDON) LTD., Woolwich Road, London, S.E.7. GREenwich 3232 (22 lines) 


UNE, 1958 
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e was ——— 


overdoing it 


slightly! | 





A certain type of salesman, either from desperation, 
or excess of zeal, tends to be over-aggressive in the 
selling of his product. His order book shows the same 
discouraging results as that of his counterpart, the apologetic 


salesman who's alimost too polite to ring the bell. 


Yet with a slight modification of approach, both types 
could be first-rate men, doing a really effective job. 

But how do you demonstrate good salesmanship? One of 
the best ways, probably the best way, is through the 
medium of IGmm. film. In the G.B. Film Library there is 
a comprehensive range of films dealing with every aspect 
of salesmanship, and featuring some of the world’s 


finest exponents of the art. 


Here salesmen are shown how to overcome difficulties 
quickly and effectively, how to put their case with 
authority and conviction, and how to avoid the common 


and less-common mistakes. 


FILM sells selling to the salesman 


Every sales organization should show these films 


regularly to all their salesmen. 
























































Here are some of the limm. films available on Salesman Training. 

cat TITLE ‘mag amet a RUNNING 
. CHAROF reice® TIVE 
1F70R8 How to Sell Quality " £5.00 £50.0.0 0 mine. 
if Overcoming Objections £3.0.0 £50 0.0 ) onitas 
LF7039 Presenting Your Saies 

Case Convincingty £3 0.0 £50.0.0 0 mins 
F712 The Power of 

Enthusiasm in Selling £3.0.0. £50.0.0 4 mina. 
1F7037 The Bettger Story £3.0.0. £50.0.0 10 mina 
1F7122 Opening the Sale 3 £3.0.0 £50.0.0 0 mins.* 
1 P7036 Closing the Sale 3 €3.0.0. £50.0.0 10 mina.* 
IF7119 Pre-ap proach 1 #£1.10.0. £20.0.0 11 mine. 
IF7118 Approach 1 £).10.0 £20.0.0 11 mins.* 
IP7i21 Prospecting 1 €1.10.0 £20.0.0 10 mins 
1F7120 Making the Sale 2 £3.0.0 £30.0.0 17 mins 

ALL THE (BOVE FILMS ARE BLACK-AND-WHITE SUBJECTS 

+Pirst day's hire. reduced 50%, for each subsequent day.) 
*The films indicated by an asterisk show the pitfalls of both over- 
sgzreasive and timid salesmanship—and how they can be avoided 
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SAK 


G.B. FILM LIBRARY “ 


Proprietors: RANK PRECISION INDUSTRIES LTD 





DEPT. B/8/58, 1 AINTREE KOAD PERIVALE. GREENFORD, MIDDLESEX. TEL: PERIVALE 7481/9 











Britains fust fully-automatic. 


Tea Senice for Industry 


The TEA CUB is the complete answer to industry's problems in 








providing staff with refreshing, stimulating on-the-spot tea rwithour 
heavy overheads. It is a revolution in catering — the first fully- 
automatic coin-operated tea machine 

There are two types of TEA CUB: one serves tea into the employee's 


own cup, the other delivers it in a throwaway cup. 


SAVINGS FOR YOUR OFFICE OR FACTORY TEA CUB TEA IS ALWAYS FRESH! 


The TEA CUB is highly economical in time and With the TEA CUB it is im>ossible for the tea to 
costs deteriorate the last cup is as fresh as the first 
And, with each cup individually prepared at the 
time of purchase, perfect freshness is guaranteed 
every time. Just insert a coin and freshly-made 
tea 1s delivered instantly. 


% It saves journeys to the canteen 


% It saves canteen labour and tea-trolley 


service Coin operated 


Each cup individually prepared 


* 

% It saves preparation of tea by staff % Instant service 
* 
* 


Vv 


Also available - Coffee from the COFFEE CVB 


Superb coffee automatically at your service with the COFI EE CUB, 


THE TEA CUB MEANS ECONOMY ALL ROUND 


Pure Fresh Ingredients 





Tested and proved throughout two continents 


Write today / 


W. M. STILL & SONS LIMITED 


29/31 GRE VILLE STREET. LONDON, E.C.1 tlephone: HOLborn 3744 


By oppo:ntmnen 


Kitchen Equ 











WAIT... the 4 Suntal t in me warned... 
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DAD D! 
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DEXION SATISFIED US BOTH 


get a quote. The new set-up paid for itself in 
few months.” 
Dexion Slotted Angle builds anything—from w 
benches to factory extensions—builds it fast, and build 
it permanently strong. Yet a Dexion structure 


“Dexion service is terrific; and they certainly know 
their way around a factory! Half-an-hour at our 
works with their representative convinced me of his 
grasp of our kind of problem. 

“He arranged a survey by their design people—without 
obligation—and their suggestions for new warehouse 
layout, racks and conveyors opened my eyes to the 
time and space we were paying for . . . and wasting. 
Their construction team had everything erected 
and ready for use in less time than it usually takes to 


be easily altered to meet changing needs 
more than a Slotted Angle, it is progressive, flex 
planning at its best. For new light on the effici 


low-cost usage of existing space... . 


ASK FOR DETAILS OF 


OUR SERVICE 











aethe sales manag@@in me urged 


Dexior 


call in Dex 


TODA 


DEXION SLOTTED ANGLE CONSTRUCTION rr 


DEXION LTD - MAYGROVE ROAD LONDON N.W.6 TELEPHONE MAIDA VALE 6031 
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No packaging problem is too 
complicated for Reed to solve 


As part of the comprehensive Reed packaging service we pride ourselves on 
offering unique benefits to our customers. Because our full-scale research 
department is constantly devising new methods of lighter, stronger packaging 
Because we are the pioneers of corrugated fibreboard cases —- with many years 
of experience behind us. Because Reed production, with factories ‘on 
permanent call’ at strategic points all over the country, can carry out any 
assignment with maximum efficiency. Because we always give top quality at 
competitive prices. If you have any packaging problems, contact the nearest 
Reed sales office for immediate, complete, personal service. 


REED CORRUGATED CASES LIMITED 


GREAT WEST ROAD BRENTFORD MIDDLESEX 
Telephone: EALing 4555 


BIRMINGHAM AMBRIDGE EDINBURGH MANCHESTER 


NEW HYTHE (Maidstone rovIL (Maidstone WARRENPOID Northern Ireland 





Reed Packaging Service to Industry 
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EXECUTIVES RISE ; iW BEHIND 


Yj d' MODERN 





OFFICE FURNITURE 


This Executive desk, for example, a 
superb piece. Its drawer front, legs 
and frame are in solid Sapele Mahogany 


and its top is a spacious 5’ by 2’ 9", 






shaped and with a vynide panel. And, as 
with many other desks in the Esavian range, 
pedestals are available to fit the desk for 

any function. Beech and Light Alloy furniture 
are also covered in our folder “Furniture 


for the modern office”’. Write for a copy today 


Esavian Works, Stevenage, Herts. Tel: Stevenage 500, or 101 Wellington Street, Glasgow. €.2. Tel: Central 2369 


CONTINUOUS STATIONERY 
the modern way 


The typist —a vital link in the chain of production, 
marketing and distribution. Through her typewriter 
flow the Works Orders, Despatch Notes, Invoices, 
Purchase Orders and the many other forms 
essential to business. Far too often, however, 

her production suffers through unnecessary 
repetitive typing, and time wasted in the handling 
of carbon paper and loose forms. 


If this is your problem may we show you how the 
Econojet Typewriter Attachment, with Econoset 
Continuous Stationery, reduces unproductive 
operations to the barest minimum. 


PETTY AND SONS LIMITED 


Whitehall Printeries + Leeds 12 
Telephone: Leeds 32341 
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Oh! The curse otf it. 


FONADEK 


INADEK (BRANSON 
NE, 1958 





A sales meeting in half an hour and sull a stack of correspondence to deal 
with! And there he is, hanging on to that telephone doing precisely nothing 
Except fume! And fret! But why, oh why, does he do it ? He’s such an 
efficient fellow himself and a stickler for efficiency throughout the 
organisation. Why on earth doesn’t he install the FONADEK ? No more 
time wasted “holding on”’. Just hang the telephone on the FONADEK and 
your hands are free. You speak to it; it speaks to you. And you are free to 
carry on doing whatever you wish to do during those otherwise infuriating 
spells when conversation is interrupted. Why not send for full particulars 
right now? Just write"FONADEK"on your letter head; we will 


do the rest 


saves time, temper and money! 








LTD:VIVIAN ROAD: HARBORNE’* BIRMINGHAM 17° Telephone HARborne 2267/8 
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Addressing Machines Hayward Limited 
62 Britton Street, 
Clerkenwell Road, TELEPHONE: 


London, 
E. 


CLErkenwell 5961-2 








Save your costs with Based on the Eliotype NON-METALLIC 
address card, the Elliott system of data 
e reproducing or name writing will cut 

costs in every Department. 


Wages sheets, clock-cards, pay bags, 
mailing lists and a host of other applica- 
ADDRESSING AND LISTING MACHINES tions—all can be served by the Elliott 
System of addressing—speedily and 
efficiently with clarity of reproduction 


@ PUNCHED CARD AUTOMATIC SELECTION identical to that of your typewriter. 
@ DUPLICATE AND SINGLE PRINTERS 


@ AUTOMATIC SUCTION FEEDS @ DOUBLE COLUMN LISTERS @ WRAPPER ADDRESSERS 













; t 
-theyre Cleares Bs 








Clearest ... and with the accuracy 
which identifies ENM with speed 
and efficiency wherever Counting and 
Numbering Machines are a 
vital factor. 





ENGLISH NUMBERING MACHINES LTD ~ 


Dept. 3B + Queensway - Enfield - Middlesex * Write for full parti 
Tel: HOWard 2611/5 Telegrams : Numgravco, Enfield. , 
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5 typists on 
IBM electrics | 
can do the same | 


amount of work 





as 6 on manual 








ee ee 


This is one reason why we have recently sold our 
millionth Electric Typewriter and why we think you 
may want to talk to the Electric Typewriter Manager 
at your nearest IBM office. If you’re in the London 
area, ring Mr. D. J. Musk at WELbeck 6600 or 
Mr. L. G. Beazley at METropolitan 9901: 
Newcastle or Leeds, Mr. K. W. A. Stapleton 
, at Leeds 23787: Birmingham, 
Mr. C. K. Kelk at CENtral 6461: 
Manchester, Mr. H. P. Whaley 
at DEAnsgate 8404: 
Liverpool, Mr. D. Howard 
at CENtral 3799: 
Glasgow, Mr. J. D. Hosie 
at DOUglas 8417. 


typewriters 















electric typewriters 








IBM UNITED KINGDOM LIMITED, IOI WIGMORE STREET, LONDON W.!. TELEPHONE WELBECK 6600 


abeiaiabis « RECORDERS 
ere 


caclz 


ELECTRIC TYPEWRITERS . DATA PROCESSING . 
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Question What happens to the firm that pays hundreds 
of pounds for a calculator and then finds that 
an ODHNER 207 costing £35 could have 
done the same job quite as well? 


Answer A large sum is written off to experience 
Moral Have a look at ODHNER first. A demon- 


stration costs nothing, obligates nobody and 
can save a lot of money 


 @ Tes DHNER P 
CALCULATOR £35 


OFFICE EQUIPMENT DISTRIBUTORS (B.T.L.) LTD. (A subsidiary of British Typewriters Ltd.) 


Head office: Empire Works, Birmingham Road, West Bromwich, Staffs Tel: West Bromwich 2331 
London Office and Showrooms: Empire House 34-35 High Holborn, W.C 1 Tel: Holborn 0936 











WEEKLY TELEPHONE 
CLEANING & STERILISING 
SERVICE 


Branches throughout the country 


THE PHONOTAS CO. LTD., 125 HIGH HOLBORN, LONDON, W.C.! HOLborn 7221 
POINT te RE ETI SERS + SRO ER NOR Ae NNO NTI A PO TTS, 
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Money is dear 
but... today 
BEECHAM 
BUILDINGS 
cost less 


Beecham Buildings construct high-quality eommercial and 
industrial buildings—from office blocks and small factories to 
large industrial layouts covering many acres at prices which, 
over the past twelve months, have actually fallen. We 
accomplish it in these days of 6% by working quickly and 
eliminating waste. 


WE STREAMLINE PRELIMINARIES 

We in Beechams have the complete building organisation, 
including departments for every phase of building from first 
design to final finishing. Consequently we can quote firm 
prices as soon as sketch designs are agreed, saving much 
valuable time over the usual procedure when outside con- 
tractors must be consulted for quotations, and enabling us to 
move on to a site months earlier. 


WE BUILD BY MODERN METHODS 

Because we employ advanced techniques, we are able, without 
sacrificing quality *, to put up your factory faster, perhaps 
in only half the time you could have it built by older methods 
You will get into production months earlier with a quick 
return on invested capital. With capital tied up at 6% this 
saving in time is a heavy saving in money. Every contract is 
kept under one control. Every operation is timed and its 


completion dovetailed into the schedule, ensuring maximum 
7 


e 


iciency and minimum site delay. The use of planned factory 


roduction of precision cast concrete units, served by our own 
eet of specialised transport—ensures control of quality, free 
ym the hazards of the weather. Beecham methods mean 
ionalisation ; and rationalisation means economy 


x Beecham quality signifies 


Beecham 
Buildings 





“«u & w Ww 





Office block for Messrs. Nortons-1 ividale Lid. 


" . i | 
ow gn HEL itt : 


ba Lf 





| 


Tipton, Staffs 





Central Engineering Workshop, Messrs, Bryant & May Lid 
Central Engineering Works, Old Ford Road, Bow, E.3 





BEECHAM BUILDINGS LIMITED 





Exterior > Messrs. Bryant & May Lid 


A PERMANENT STRUCTURE, EASILY MAINTAINED 
THE USE OF FINEST MATERIALS 

AN INDIVIDUAL DIGNITY OF DESIGN 

A FUNCTIONALLY APPROPRIATE BUILDING 


A HIGH DEGREE OF NATURAL LIGHT AND 
THERMAL INSULATION 





Building Designers & Contractors, Reinforced Concr« te Specialists 
SHIPSTON-ON-STOUR, WARWICKSHIRE 
Telephone: Shipston-on-Stour 315 (6 lines) 
iPr? 
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Put the whole works at your | ii! 


harmonise 

maximum production, minimum waste, 

planned profits with every hard-won order, 

your finished product delivered and on time, 
industrial counterpoint controlled, 

materials, parts, sizes, costs, timing, dates, assembly, 
multiple variations on a theme 

right at the fingertips of Management, 

sostenuto or accelerando 

smoothly rendered by a ‘Master’. 











BANDA Systems Machines reproduce from a single ‘Master’ sheet, every form and docket necessary to 
control the flow of production and provide accurate costing data, automatically selecting only the 
instructions and information required by each department or individual. 





All Banda machines reproduce up to 7 colours in one 
operation and may be used for works sketches, plans, maps, 
and statistical returns, in addition to their application to 
your production and billing routines. The BANDA is $0 simple 


to operate that any member of your staff can learn in a few 
minutes. Whenever 6 to 300 copies are required of 

anything — you need BANDA 
i your business 















The BANDA ‘Master’, once checked 
emures aM accurate flow of 
written information and instru 


authorised by Management and 


ns 
Planning : 
, 


J material guides 


the job through 
fi 3 scCessive stages 
r e rr Ss nanufact ure, 

, thing the 

e to final 
33 beak mbily and 
- ace 
ity 


BANDA provides 


advice notes 
ent notes, 


adhesive labels, 
and the Gnai 


The BANDA ‘MASTER’ METHOD is in 1 


ise all over the world in Government, 
Commercial and Industrial 


organisations of every type, both large and small. The 
economy, time saving and smooth running of the BANDA ‘MASTER’ METHOD 


can be made to measure precisely to the requirements of your own organisation. 


=] Role). @- why 1 2) tO) ie Limiteo 


London Sales Office : 


58-60 KENSINGTON CHURCH STREET, LONDON, W.8. Tel: WEStern 7250 (10 lines) 


t t ® e en 
A w e ¥ 
R r ’ _ ‘ 





.: business machines and systems 
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BANDA otros 
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Still typing cheques 
and receipts 


the old-fashioned way ? 


What your office needs is the Imperial 106 
Special Purpose Typewriter with a dual-feed. 
Cheques and receipts (singly or in strips) 
are fed in from the front; the summary, fed 
in from the back, remains in position and 
gives a concise, detailed record. 


The Imperial 106 is a standard typewriter when 


wanted , without change of carriage. 








66 imperial &* 





The Imperial 106 is one of a wide range 

of special purpose typewriters designed to 
deal with a great variety of office 
problems. The best way to find out which 
equipment solves your problem is to 

talk it over with your local Imperial Agent. 


Imperial 


Special Purpose Typewriters 





/ upon 


the 
dividers 






Even at the drawing board stage it is advisable 
to call in Constructors and obtain the benefit o! 
their long and practical experience. Construct 
Steel partitioning is planned to ensure ease of 
installation and afterwards can be re-arranged 
with the minimum of inconvenience to suit 
changing requirements. Concealed wiring 
facilities, switches and built-in heating units a 
amongst the exclusive Constructors features 
go far to achieve perfection in the designing 
a well planned installation. 


GOOD PLANNERS ALWAYS CONSU(T 


CONTIGO): 


FOR FACTORY EQUIPMENT & OFFICE FURNIT °& 
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CONSTRUCTORS GROUP. Dept. T, Tybur 
Erdington, Birmingham, 24. Telephone: ERD 
London Office: 98 Park Lane,W.1. Telephone: MAY 


Leeds Office: 25 Merrion Street. Telephone: Lee 


BUSI 





“Of course, the idea ofa 


computer attracted us— 
that’s why we consulted 


Powers-Samas” 





AND THEN And then it time to talk it over with the 


experts, to make a realistic assessment of the needs of the 





company — a medium-sized organisation, understandably 
interested in a computer, but with a limited budget for re- 
equipment. And, in fact, with needs that 


justify the installatior 





needs which could 

Samas highly econon 
machines the most 
contro] for the smal 
when work justifies it 


can be integrated with tl 


Put your accounting problems before 


POWERS-SAMAS 


the world’s leading makers of electronic 
and mechanical! data processing equipment 
POWERS-SAMAS A ALF 


POWERS-SAMAS Hi 
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147-9 CANNON STREET 


ror TYPEWRITERS 


To many people, the name Taylors is 
synonymous with the word typewriters 
There is a simple reason. Taylors have 
been selling and servicing typewriters 
since 1884. They really know the 
business 

Taylors can give advice without pre- 
judice. They are not bound to one 
particular manufacturer's products— 
they are free to sel! the make most 
suitable for your needs 

There are a few good typewriters on 
the market today and, of course, some 
are better than others. That is where 
Taylors expert and unbiased advice is 
so beneficial to their customers 

After all, the operator wants a type- 
writer with a light and responsive 
touch, one that will produce a neat 
letter. And the machine should be as 
trouble-free as human ingenuity can 
make it 


TAYLORS are the people. The next 
time you require a typewriter, electric, 
standard or portable, try TAYLORS— 
HOLborn 3793. You can have a machine 
on trial without any obligation what- 
so-ever 

Like every mechanical instrument, 
even the best typewriter might break 
down at times. On these occasions you 
need prompt and reliable service. Again, 
Taylors are the people 

And it’s worth noting that Taylors 
have a complete Hire Service 


NEW AND REBUILT TYPEWRITERS 


*For Sale and Hire. First Class Service 


In addition to typewriters Taylors are 
equally good for adding, accounting 
and calculating machines. In fact they 
offer a complete office machine service 


{tall adds up to TAYLORS FOR TYPEWRITERS and other office machines. 


TAYLORS TYPEWRITER Co. LTD. 


74 Chancery Lane (Holborn End), London, W.C.2. Telephone: 


HOLborn 3793 (6 lines 


and at 83 Queen Street, Maidenhead 


ry. 
I... Barco-wise typist because 


Lid 


MANUFACTURERS FOR ee ¢ 


LONDON, E.C.4 


Telephone: MANsion House 0826-7-8 





Illustrated are ezam 


sell and service 
comprehensive, so 


Typewriters and o 





she well knows that Barco’s the 


finest wherever she goes. 


[BARCO 


ENGLAND 








IT SEEMS. GENTLEMEN, T 


Xerography could cut our 


printing and duplicating costs by... 


emulsior xX 
well establishe } st vel 
tile. most economical 10d ¢ 
making masters of documents, t) 
script, drawings, and pri 


for duy 


XEROGRAPHY’S a word you'll soon be 
iring around the offices of every 
rogressive concern. It’s the newrevo- 
nary process for making light- 

ng quick masters for office litho 
nting—a process that has saved 
iny companiesthousandsofpounds Qffice jobs? Up to six copies from one 
the course of a single year—that exposure! 
cut your time and plate-making \XeroxX « 

sts by as much as 80%. 


ype 
nted matt 


ation 


ent is primarily in 


making for | 


juipn 
tended for master 
tho machine; but 


versatility for making 


aster than any other reproduction process I it also has 
Xerography is faster than any other emendous 

ess for making offset-litho c, clear office copies (up © 
isters. It is a dry, electrostatic om ¢ ure!): it also will give 
ethod of reproduction—without ent ranslucent 
rkroom, chemicals or sensitized For enlarging an 


RANK-XeERoX LIMITED 


33-41 MORTIMER STREET, LONDON, W.t MUSeum 5432 


to six 


il reducing, 


NE, 1958 


Agents and representatives throughout the wor d 


HAT WE HAVE BEEN 


Oo 
o 


from almost any kind of original 
from press cuttings to bound books) 
XeroX equipment is virtually unsur 
passable 

See how xerography works — and 
study its application to your business. 
‘ attach this 


your secretary t 


your letterhead 


tion 


mpany Address 











a unique 
FLOORING SERVICE 


@for business 
and industry 







Semtex Limited is very much more 
than a company manufacturing flooring materials. It is 
an organisation devoted to the creation of the best type 
of floor to meet every purpose. You see illustrated the 
entrance hall of the ‘“‘Daily Express”’ offices and the 
headquarters of Chester County Council, both laid in 
super-luxurious, super-strong Dunlop Rubber Flooring. 
But this is just one Semtex product. Others include 
lovely long-wearing Vinylex Tiles; Semflex, ideal for 
domestic use; Semastic Decorative Tiles, ideal for a 
handsome, hard-wearing floor at low cost; jointless 
Fleximer flooring; decorative linoleum and cork. Each 
is backed by the comprehensive design, contractual and 
service facilities operated throughout the United 
Kingdom through over 20 branches by Semtex. There 
are also approved laying units in many areas. 


For full 
information write 


or telephone to 
@A DUNLOP COMPANY 


the address below 


Semtex House - Welsh Harp - London N.W.9- Telephone: HENdon 6543 
8SE Cas 
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ROTADEX 


Rotadex rotary recording 
and indexing equipment. 
the universal aid to effi- 
ciency in office and 
factory. It gives you 
fast and accurate 
card reference with 
the twist of a wheel. 
Rotadex units can be 
supplied in all card 
sizes from 3 }in. x 2in. 







to 8in. x Sin. 





Just a few of the many 

uses of Rotadex include: Telephone indices; stock 
records; travellers’ records; garage records; tele- 
vision maintenance records; order and sales records; 
cash and ledger accounting; personnel records; 
customer discount records; commodity records; 
costs records; estate agents’ records, etc., etc. 


Rotadex can help you too—write now for fu 


details to Systems Division, Evertaut Lt 


EVERTAUT 


IM ITED 





EVERTAUT LTD. (DEPT. S.12), WALSALL R ) 
PERRY BARR . BIRMINGHAM ©& 
London Showrooms, Kingsway, W.C.2 
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CEILINGS FOR SERVICE 


_ poaengeen efficiency, improved appearance an attractive, contemporary ceiling at a lower 
and important economies in the whole level for modernising old interiors. Since lamps, 
design of aninteriorare provided bya Lumenated wires and fittings are automatically screened, 
Ceiling. Its clean, translucent surface diffuses they need not be specially boxed or recessed. and 
light of correct intensity completely free of no finish other than inexpensive whitewashing 
shadows, glare and high-spots. It also provides | is needed to the structural ceiling. 





The attractive effect of Lumenated Ceiling panels is well illustrated 
in the above installation at Acrow Engineers, Saffron Walden. 


Good Looks with Economy. The Lumenated Ceiling has It is easy to keep clean and in good condition and its initial 


attractive appearance whether the light is on or off. | costcompares most favourably with other forms of lighting 


Further information is given in our booklet * LUMENATED CEILINGS °, including the 
SARA 4A RRR oc? technical details. Recommendations will gladly be made for individual installations 
\ A Comprehensive Maintenance Service is In operation 
Meeeaasadddddddadrdrd dd di dd did 
Gav \ MENATED CEILINGS 
: * gy) Adda LU 
r 4 ~ pes, PATENT 56089 
| ff ? 4 BRILLIANT NEW IDEA IN ARCHITECTURAL LIGHTING 
as 
4, } o™ 
Y, 
bi : —_ 
4 Vi } 


oat LUMENATED CEILINGS LIMITED 


»\ jl 
ALLIANCE HOUSE, CAXTON STREET, SW1. TELEPHONE : ABBEY 7113 
’4HWELI ST., GLASGOW, C.2. TEL: CENTRAL 6571 2 Registered Off THER MOTANK LTD., 150 HELEN ST., GLASGOW, S.W.1 
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350 microfilm records 


a minute 





THE ‘RECORDAK’ HIGH-SPEED MICROFILMER records 350 
cheques or 150 letter-sized documents in a minute, providing 
accurate, unalterable and permanent facsimiles on 16 mm 
microfilm. These facsimiles can be filed in a fraction of the 
space needed for the originals, for thousands of documents 
can be recorded on 100 ft. of 16 mm microfilm. And 
of course microfilm provides duplicates in case of loss or 
destruction of originals. 


Microfilming is an invaluable part of office efficiency. Write 
now for further details of how the ‘Recordak’ High-Speed Micro- 
filmer can help you. 


HIGH-SPEED 


SRECORDPK | wmicroritmer 


The Recordak Division of Kodak Ltd., 1-4, Beech Street, London, E.C.1. Tel: Metropolitan 0316 


*Recordok’ is a registered trade-mark. 





IF YOU NEED VOLTAGE REGULATION—YOU NEED SORENSEN 
Voltage \ 
Regulation — 


Reliability—exceptiona! a 
frequency insensitivity—negligi! 
distortion—fast response tin 
load to full load perforn 


Sorensen a.c Voltage Re 


field of 
Precision 
Engineering 


150 VA to 15 KVA are ava 


sub-unit, rack mount 





f 
i and tropicalised forms 


The Short General Purpose Analogue Computer, produced by Messrs. Short Brothers and Harland at 
their Castlereagh factory, is the first of its kind to be designed for general application to industria 
problems. It is capable of solving in a very short time, complex mathematical problems which w: 
normally take several] days to calculate on paper. Each computer is carefully tested at Castlereag! 
and to ensure complete accuracy, Sorensen a.c Voltage Regulators are used to stabilise the voltage t 
each computer whilst under test. 


Write for full details SORENSEN DIVISION 


J. LANGHAM THOMPSON LTD 
BUSHEY HEATH - HERTS + ENGLAND 


Telephone. BUShey Heath 2412 Grams & Cables: “ Tommy Watford” 
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ane The economy of running, quality of work and 
T O cul the rm ehy A simplicity of the new Roneo ‘750’ are ahead of 
7 any other duplicator in the world. There is no 
heavy installation cost and highly-paid, skilled 
& ge ‘. “ operators are not needed. With the Electronic 
of offic é forms, leaflets stencil, the printing of letterheads, forms, 
" 1 : circulars, illustrated leaflets or minutes becomes 
. a simple and very economical process. Ask for a 
and circulars Ca demonstration of the new “Electro-spray”’, 
which enables hard-surface 
paper to be used 
without interleaving 








...1t pays to 


call in RONEO ‘750’ and 
do the job properly 


5 iE ; . 7 J PTON ROW * LONDON * WC! 
Write for descriptive literature to: RONEO LIMITED * MACHINES DIVISION - 17 SOUTHAMPTON R 


TELEPHONE: HOLBORN 7622 BRANCHES THROUGHOUT THE COUNTRY 








Today cheque writing is quicker and easier with 
a Protectograph. Clear, distinctive cheques are 
imprinted both rapidly and safely. All these ad- 
vantages can be yours ... Many Government 
departments, municipal authorities, stores and 
commercial firms have discovered this way to 
speed up cheque writing. Have you had details or 
a demonstration? If not, write TODAY to the 
address below. 


PROTECTOGRAPH CHEQUE WRITER 


HALSBY & COMPANY LIMITED DEPT. B.6., 52 DEAN STREET 
SHAFTESBURY AVENUE, LONDON W.1. GERRARD 4163 


PAPER ROLLS 


3 are geared to AUTOMATION 


©) — PAPER ROLLS for use with adding, accounting, calculat- 
ing and statistical machines, electronic 





computors and cash registers, ticket 





issuing machines used in transport and 


of 











entertainment. 


PAPER ROLLS plain, printed, perforated and gummed 


=_ WE MAKE THEM ALL 





HUCKNALL ROAD, NOTTINGHAM. Telephone: 61088/9 
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Good filing ; Your staff will appreciate 
starts at the smooth efficiency of these 
cabinet level Leabank files and you will 
| immediately benefit from 

the greater efficiency 

that comes with better 

equipment. 





Leabank offer two series, the 
General Office Range series 
8,000 which provides a wide 
choice of drawer arrange- 
ments to meet most require- 
ments. 


The Administrative 1,000 
Range which is eminently 
suitable for the most impor- 
tant offices. These are sup- 
plied in basic four and two 
drawer arrangements fools- 
cap width only 














These files are precision made, well finished 
with a choice of olive green and warm grey. 
Write today for full details. 


LEABANK OFFICE EQUIPMENT, Clifton House, Euston Road, London, N.W.1. 
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B.V.C. modern suction 
methods solve a surprising- 
ly wide range of problems 
in industry ... from surface- 
dust removal to the salvage 
of valuable ‘waste.’ 


THE BRITISH VACUUM CLEANER & ENGINEERING CO. LTD. (vept. 1), cobiin Works, Leatherhead, Surrey 


ADJUSTABLE 
STEEL SHELVING 


ABIX Steel Storage Equipment is supplied in a number of 
Standard components which can be used to make up an 
infinite variety of assemblies t« suit your particular need. 
These components can be erected and dismantled by 
unskilled labour in a minimum of time. They are Steel 
throughout, Stove Enamelled Olive Green. All fixing 
bolts are sherardised. Our representative will be pleased 





to call and submit schemes and prices if required. 


STEEL CLOTHES LOCKERS 


ABIX CLOTHES LOCKERS are of All-Steel construction with separat« 
hat and coat compartments. Single units or banks of two, three or fou 
Stove Enamelled Olive Green. With lock and die-cast Handles 


STOVE ENAMELLED GREEN Size of single unit 
FROM STOCK, COLOURS TO 72” high, 12” wide, 15” deep ar 
ORDER 12” deep. 
Write for illustrated Catalogue SUPPLIED IN EITHER SINGLE 
B3/4 DOUBLE, THREE TIER OR FOUF 
TIER 


(METAL INDUSTRIES) LT! 


STEEL EQUIPMENT FOR OFFICE AND FACTORY 
POOL ROAD, WEST MOLESEY, SURR 
Phone: Molesey 4361/3 Grams: Abix, East Mo 


Also Manufacturers of Cycle Stands, Slotted Angi: 
60 BUS 
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MATL? It’s no 


trouble to me! 


“With a flick of the finger I can select any value of postage rate 
in one second. My ‘FRANKOPOsT’ Multi-Value postal franking 
machine prints any postage rate from $d. upwards (99/114d. 
if you go that high or less if you wish), plus a nice little advertise- 
ment for us in the top left hand corner. And that’s not all—my 
FRANKOPOST is just as good for 10 letters a day as it is for 100! 
We've proved it saves us money—to say nothing of time and 
temper. No stamps to lick or lose, no post book to keep, our 
postage account always up to date—and no ready cash hanging 
around the office. Letters—airmail—parcels etc. FRANKOPOST 
deals with them all! What more can I say except I wouldn’t be 
without our FRANKOPOST ! 


INSTANT SELECTION — COMPLETE 
POSTAGE RANGE — SIMPLICITY — FOOLPROOF 


Frankopost 


the franking machine for all sizes of office 
Other U.P.F. Machines you should know about 





FOLDOPOST DIRECTOR TOTOMETER 
letter folder cheque signer counter and imprinter 
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; UNIVERSAL POSTAL FRANKERS LTD. ' 
j _ Victory House, 99/101 Regent St., London, W.1 Tel: Regent 2249 H 
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—a thousand and one uses— 
Every office, every department, every business 
needs Durathin perfect coloured pencils for 
graphs, maps, accounts, and all records. Make 
your mark with a Durathin and create a 
permanent impression. Durathin leads are : 


* IMPERVIOUS TO WATER 
not subject to destruction by weather, 
accidental wetting. 


* SMEAR PROOF 


will not set off or smudge even by contact 
with moist hands 


— EXTRA TOUGH 
will not crumble or break even under 
hard pressure. 


SUPER FINE 
Can be sharpened to a needle point 
LONG LASTING 


Points make thousands of impressions 
with one sharpening. 


— MADE IN 24 VIVID COLOURS. 





perfect coloured 


; PENCILS 


‘MADE BY THE VENUS PENCIL CO. LIMITE 
Sire tu ae ESS oe eon 
BUSINI 
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streets ahead... 


... printed look with stencil economy 


Cedar 
Clean functional lines. Choice of four colour 
schemes. Styled by world-famous industrial 


designer Raymond Loewy. Solidly built for 
hard work. 


Re formanee 


More copies per minute than any other 
duplicator. Automatic feed plus Cyclovane 
Control ensures perfect copies on paper of 
all weights —even the flimsiest. 


aclutce 

Free advice on all duplicating problems. 
“Creative Group”’ sales letter writing service. 
Your Gestetner Branch (there are 43 in Great 
Britain alone!) is your information and advice 
centre—eager to help you make the widest 
possible use of your machine and the world’s 
Jimest range of accessories. 





Gestetner service is always free under the 
terms of a § year guarantee, which includes 
free replacement of parts—even when 
necessitated through fair wear and tear. 


tt 81-4- 


No bulky drums to store; no pads to dry up. 
Always ready for instant use. 





TZ duplicators 





For further information on the complete range of Gestetner 
Duplicators and service write or *phone : 


GESTETNER HOUSE, 210 EUSTON ROAD., LONDON, N.W.I. EUSton 702) 








By appointment to 
Her Majesty the Queen 
Suppliers of Dictograph Telephones 















“I was sceptical at first— 
Now I could never manage without Dictograph™ 


Alfred H. Dunhill cisressar OF ALFRED DUNHILL LTD 


“ With DICTOGRAPH I am able to contact anyone in my organisation immediately *°—‘* Could not 


manage without it’ —**1 feel when | sit here that | have the whole firm, throughout the world, under my cont) 


INSTALLED IN THE NEW DUNHILL OFFICES AT 30 DUKE STREET, ST. JAMES’S, LONDO’ 
S.W.1, ARE DICTOGRAPH INTERNAL TELEPHONES, STAFF LOCATION ANDTIME SYSTEM 


DICTOGRAPH TELEPHONES LTD. 


200 ABBEY HOUSE, WESTMINSTER, LONDON, S.W.1. ABBEY 5572 ’ 
27 BRANCHES THROUGHOUT THE UNITED KINGDOM AND IRELAND : 
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A death 





knell 


for 


the trade unions? 


Sir, 

| was most interested to read your 
April review (page 65) of Dr. Cope- 
man’s book “The Challenge of Em- 
ployee Shareholding,” particularly 
the point that: “Today the employers 
and the employees are all mixed up. 
In many firms the chairman and 
managing director are employees. 
And because more and more staff 
jobs are being created, the interests 
of ‘organized’ employees are becom- 
ing less and less typical of employees 
as a whole.” 

History is full of examples of sim- 
ilar ideas and themes cropping up at 
different places at the same time. 
I have also read recently Mr. Stephen 
Parkinson’s pamphlet on “Under- 
standing Labour Relations,” pub- 
lished by the Institute of Directors. 
In this he says: “The traditional trade 
unionist is a disappearing element. 
The worker today has much more 
to lose than his chains. He can lose 
his car, his television set, and all the 
other comforts which, with security, 
ire converting him to middle-class 
values.” 

Surely the lesson of recent years, 
as glimpsed in both these statements, 
is that at the very moment of peak 
and influence of the trade 
unions, the social seeds of their own 
decay have already been sown. 

S. D. PiLtLow 


power 


Ealing, W.5 


Gamesmanship 
on the line 
Sir, 

Your correspondent, Mr. W. A. N. 
Jones, is apparently unversed in the 
‘gamesmanship’ of executive phone 
calls. 
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Conventions of the game demand 
that if you make the call the caller's 
operator demands that you be put on 
the 


callee. 


line before connection to the 
Conversely, inward calls to 
you meet with a request to put the 
caller on the line to save your time. 

Some wonderful battles 
between partisan telephone opera- 
tors. But by and large the rules are 


ensue 


recognized, and so time lost and 
saved cancel out reasonably well. 

T. CONSTANTINE 
London W.\ 


Disenchantment 
over incentives 
Sir, 

The article “We Scrapped Incen- 
tives and Gained™ in your May issue 
(page 84) was most timely. For too 
long businessmen have been mesmer- 
ized by the idea that the running of 
a payment-by-results scheme auto- 
matically raises theiremployees’ prod- 
uctivity to a peak—and keeps it there 

This idea gained currency during 
the immediate post-war period, when 
it was pushed with great zeal by the 
(then) Anglo-American Productivity 
Council. My own belief is that 
like Mars Ltd.—more and more firms 
are now getting wise to its fallacy, 
and are abandoning schemes which, 
ever since their introduction, have 
caused more trouble than they are 
worth. 

K. UNDERWOOD 
London N.21 


(Mars* point was that cash incen- 
tive schemes did a fine job in bringing 
their labour force to a certain pitch 
of efficiency, but then began to have 


an unsettling effect. This and other 
for and such 
schemes are ventilated in the panel 
discussion on page 66.— Editor.) 


arguments against 


Why neglect 
Higher Control ? 
Sir, 

One wonders why Messrs. Ingham 
and Taylor Harrington in their article 
on ‘Top Management Control’ in 
your May issue, should omit Higher 
Control from the techniques that a 
managing director should investigate 
in his quest for the right kind of in- 
formation to help him manage his 
business 

The method was originally worked 
out by an experienced managing 
director for his own personal use, 
and the first edition of the text-book 
describing it was published in 1934, 
It has none of the complication of 
budgetary control or standard cost- 
ing, it costs little or nothing to install, 
and it is so flexible that it can be 
adapted to any business. 

It is difficult to understand why the 
method should have been so effec- 
tively boycotted by the accounting 
profession since it first appeared 
possibly because the creator was an 
industrialist and not an accountant. 

WILLIAM W. GARDAM 
Barking Brassware Co. Ltd. 
Barking, Essex 


(The article was not about tech- 
niques but about types of informa- 
different kinds of 
In some kinds of business 


tion needed by 
business. 
some techniques would be more im- 
portant than others, and the manner 
of using them would vary with the 
kind of business. For example, the 
proper analysis of orders is regarded 
as important in the technique of 
Higher Control, but in Type A busi- 
nesses, where forward planning is so 
important, it is of less immediate 
importance and takes place at a 
different stage from the requirements 
of Type B.— Editor.) 
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Chairman 


SIR HALFORD REDDISH 


Chairman, The Rugby Portland 
Cement Co. Ltd. 


P. SIVITER SMITH 


Managing Director, V. Siviter 
Smith & Co. Ltd. 


EILEEN M. TAYLOR 


Director & General Manager, White 
Swan Laundry (Bromley) Ltd., a subsidiary 
of john Gardner (London) Ltd. 


G. L. PAGE 


Managing Director, National Union of 
Manufacturers Advisory Service Ltd. 


R. MARRIOTT 


Assistant Director, Industrial Psychology 
Research Group, Medical Research Council 


D. CLARKE 


Factory Manager, Mars Ltd. 


J. M. WILCOX 


Manufacturing Manager, Public Telephone 
and Apparatus Group, Siemens 
Edison Swan Ltd. 





THE CHANGING PRACTICE OF MANAGEMENT 2 


‘Business’ round- 


A New Look 


N discussing this subject, the panel was limited to 
financial incentives for hourly and daily paid 
workers, leaving out all consideration of executive 
incentives. Sir Halford Reddish, in the chair, led off 
with a characteristic broadside: 
Reddish: Personally, | loathe the word ‘incentive’. Are 
we really talking about that, or are we talking about a 
proper reward for work well done? 

Surely the word ‘incentive’ creates quite the wrong im 
pression. If a man takes a job, whether it’s £10 a week 
or £15,000 a year, he’s agreeing to do his best. To use 
‘incentive’ in the sense of saying: ““We want to pay you a 
bit more in order that you shall do your best” is to my 
mind thoroughly degrading. It strikes, surely, at the 
essential human decency of each individual. 

But if we are talking about reward for work well done, 

that is quite different from this frightful word ‘incentive’, 
which to my mind has a different connotation. Whether 
that puts a spanner in the works I don’t know. Perhaps 
Mr. Siviter Smith disagrees ? 
Siviter Smith: No sir, I'm right with you. I view incen 
tives as some mechanism whereby extra work brings 
extra reward. Maybe that’s just a play on words; I don’t 
know. But to me it means something more on the lines 
of what you have said. 

The difficulty is to judge what is the level above whic! 

effort is extra or above normal. 
Taylor: I’m concerned with a service industry, which ts 
very different from a manufacturing industry. In othe 
words, we never know on a Monday how much work 
we're going to have to put through that week. So a! 
incentive scheme (or as we much prefer to call it, work 
study scheme) has proved invaluable in allowing t) 
reward to be related to the work done. 
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From time to time we invite a team of prominent 
business people to re-examine some basic aspect 


of practical management. 


Below are five extracts 


from this month's discussion 


table discussion takes 


at Incentive Schemes 


We might have 50,000 pieces one week and 70,000 the 
next. You can't take on and put off staff in the same 
ratio, sO you've got to have some measure of providing 
extra reward for extra work done. 

Reddish: Aren't you in effect saying that you're trying to 
do the proper thing, to pay a proper remuneration for a 
job well done? 

Taylor: Yes, in a variable job. 

Reddish: You're trying to pay honestly for what the 
individual does? 

Taylor: Quite. What the individual does—that being the 
operative thing. Not what the whole factory does. But 
if Mary Smith has a couple of hundred more to do this 
week than she had last week, Mary Smith takes more 
pay home on Friday, which is fair. 

Reddish: So will you come on my side and eliminate the 
word ‘incentive’? 

Taylor: Certainly! 

Siviter Smith: Incentive schemes must have originated 
at some stage or other really as a bribe to try and get the 
individuals in a factory to do what the boss wanted them 
to do. Because 10,000 people have got 10,000 separate 
minds, it’s not an easy matter to get them all pulling in 
the same direction. 

You can encourage and exhort them all to want to go 
in one direction. But if you can’t do that, then you try 
what appears to be an easier way—you give them bribes, 
like some people give little Willy a sweet to be quiet. 
Reddish: Don’t you think that you hit the nail on the 
head when you say that incentives try to get people 
working as a group by a bribe? I think that is funda- 
mentally wrong. The responsibility for esprit de corps, 
for pride in the company and so on, must essentially 
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come from the top. That is the function of the man at 
the head of every business, surely. 

I'm perfectly certain that you cannot buy the good 
will of men and women working in a business for cash. 
If you take a chef from the Savoy Hotel and put him in 
the works canteen, you won't get better results at the 
work-bench. 

It all comes down to trying to find a method, not of 
‘incentive’, but of giving a man a proper reward for his 
labour, whether that labour is indirect or directly pro- 
You'd agree with that, Miss Taylor’ 
Taylor: Yes, | liked the way you stressed the point of 
indirect labour. 


ductive. ? 


Almost immediately after we intro- 
duced a bonus scheme for productive workers, we did in 
fact extend it to the indirect workers. 

We brought in supervisors, office workers, mainten- 
ance workers and transport workers under various 
schemes, and also junior and senior management. 
We've made sure that everybody in the plant is partici- 
pating in the scheme, which I think is one great thing for 
keeping it going. 

Clarke: May | be completely disagreeable, disagreeing 
with both Mr. Chairman and Miss Taylor about this 
whole concept of incentives? 

If you consider incentive bonus schemes in terms of 
money, then your operators will think of money. That's 
all they will think of. 

A few years ago I asked one of my highest bonus 
earners what were the five main considerations for which 
she worked, in order of importance. She said: ** Money, 
money, money, money, and money”. She's still with us. 
But now we have scrapped bonus incentives. I asked 
her the other day what she thought of now. She said: 


“Going home!” 
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Wilcox: No doubt Mr. Clarke is talking about a differ- 
ent industry from that in which I am interested. But 
I think you can bring all your standards to the highest 
applicable in a particular industry, so far as human rela- 
tions, working conditions, welfare and care of employees 
are concerned. Having done so you will still achieve 
greater productivity and greater output by (to use your 
words, Mr. Chairman) rewarding additional effort. And 
that, in industries that have multiple activities and a 
wide range of trades, can most suitably be done by an 
incentive scheme. 


Where do incentive 
schemes go wrong ? 


Page: Where I think incentive schemes go wrong in 
principle is in failing to establish a proper relationship 
between the measure of a man’s effort and the earnings 
which he receives for it. 

One must start with the best possible system of work 

measurement, bearing in mind that work measurement 
can never be an exact science, and then introduce the 
scheme in such a way that, as far as possible, everybody 
can see that it is fair and just. 
Clarke: | agree. Basically, most incentive schemes tend 
to measure output, and that is not always synonymous 
with effort. Sometimes, the greater the effort, the less 
the output, and the less the bonus. 

But in my opinion incentives tend to go wrong mainly 
because of higher management. Management decide to 
get more output. They put in an incentive to get more 
output. Then they find that they want more quality. So 
they put in an incentive to cover quality. 

By the time they have finished, they have put in a 
complete incentive, but have taken away middle man- 
agement’s part completely. They finish up with an 
incentive which is administered through the pay packet, 
through the wages clerk, rather than through supervision 
and the middle manager. 

Siviter Smith: I'm in agreement with Mr. Clarke. 

As I see things, the incentive scheme itself is not the 
most important item. The vital factor is the climate in 
the establishment, whether the men in the establishment 
are prepared to work or not. 

No scheme will, on its own, produce a satisfactory 
climate, any more than plants dumped into the garden 
will manure themselves and keep on replacing the soil 
that they are supposed to grow in. You've got to look 
after them. And I think it is management's responsibi- 
lity to get that climate right in the first place. 

We have a perfect example ourselves. We've got two 
different factories, and identical schemes were put into 
each. In one there’s been a very great success; in the 
other, a great failure. And it’s our own fault entirely. 
There was no suitable effort to create the right climate in 
the second establishment. 

If it had been incentive schemes alone that did the 
trick, this second place would have been as good, or 
nearly as good, as the first one. 





Taylor: I think another reason why schemes go wr 
because work study is a comparatively new science. 
you've had a lot of men coming into it who have t 
able to get very far in a very short time. The resu! 
that you're apt to get a very high rate of labour turno 

in your work study engineers. 

Too frequent changes in the work study engine 
mean that the person who first did the time studi 
moves on; and then it’s like the old whispering gan 
You start a message going round, and by the time | 
comes to the end, you don’t recognise it any more. 

We've had a succession of work study engineers, and 
insidiously slight differences have crept in—one perso: 
books a thing one way, someone else in another. The 
original specifications may get put aside, methods are 
changed, fallacies creep in and unrealistic levels are 
reached. 

Another point I should particularly like to stress is that 
you must preserve the sensitivity of the scheme. Now 
that, even in our small experience—we have a payroll of 
only 90—has been perhaps one of the greatest difficul- 
ties. To preserve a scheme’s sensitivity means avoiding 
a situation where, because Mary usually has £2 bonus 
she a/ways looks for £2—every week. 
Marriott: | think most modern managements realize 
now that, before they even think in terms of incentive 
payments systems for workers, they must have their own 
technical and administrative organization at as high a 
level as possible. The still more advanced managements 

those that are thinking in subtle terms of human re- 
lationships—are more concerned with that side of the 
problem than with immediately instituting an incentive 
payment system. 


Should you aim at 
groups or individuals ? 


Reddish: Theoretically I think we would all agree that a 
man should be paid what he is worth. But as industry 
expands, it is often no longer a case of 20 or 30 people 
in a shop, but perhaps 10,000 in a works for whom 
union negotiations settle the basic wage. Doesn't some 
of the trouble arise because they are 10,000 separate 
individuals and no two of them are the same ? 
Siviter Smith: I dislike individual schemes. | believe 
that the group scheme is the better basis if it can be 
arranged. Individual schemes fragment everybody's 
efforts and don’t give you much help in team work 
They don’t encourage men to share their knowledge 
There’s an interesting comment on that by Peter 
Drucker in his book on management. He cites a case at 
IBM, where groups put up better performance than 
when production was organized on a flow-line basis 
He gives other examples of the same thing. 
Clarke: I disagree with Mr. Siviter Smith. If you set up 
group bonuses and group schemes you tend to ignore the 
individual. I have always found that the fewer people 1! 
a group, the more effective is the scheme. Because yo' 
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Who's Who on the Panel 


D. CLARKE was concerned with the abolition of 
direct bonus schemes at Mars Ltd. See BUSINESS, 
May 1958, p. 84 





SIR HALFORD REDDISH - a pioneer 
of employee shareholding, author of 
‘This is Industrial Partnership.’ 





G.L. PAGE - an industrial engin- 
eer who started a modest advisory 





service for small firms and devel- P. SIVITER SMITH - he believes in merit rating and a 
oped it into a thriving business group productivity bonus. See BUSINESS, September 
1957, p. 91 








J. M. WILCOX - feels that the man- 
ager's job is to get optimum prod- 
uctivity. In large works he finds 
incentives indispensable for that 


R. MARRIOTT - investigated employee 
attitudes towards payment for the In- 





dustrial Psychology Research Group. EILEEN M. TAYLOR incentives 
Author of ‘Incentive Payment Systems’ for everyone, is her policy. It has 
paid off. See BUSINESS, February 

1958, p. 92 
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are appealing to the individual’s own efforts you can 
appeal to the individual to work for himself. 

But of course it is not always the best thing from the 
company point of view. You can get to the stage where 
you look round and say: “Yes, that man has got the 
highest output and earns the most bonus. If I were em- 
ploying him, would he be the man I would pay the most 
money to?"’ And, sometimes, the answer is ‘no’. 

The ‘company man’ is probably the man who is 

working at a high average, but not at a peak. 
Siviter Smith: I feel that we're revolving round one or 
two common points. They come back to this: you've 
got to try and get the 10,000 people to act as a group, all 
facing in the same direction. If you treat them as 10,000 
individuals and let them each have their own way, with 
their own incentive, they can undo one another's work 
for their own individual requirements. 

We, in fact, are a service industry, the same as Miss 
Taylor. If we treated our employees individually, we 
should find that one part of the process in the middle of 
the line may be putting on more of a spurt than some 
other part. Then it just runs out of work and the whole 
thing gets out of tune. 

If employees are dealt with as a group, the one section 
will help the other out, because they know that that is to 
the benefit of all of them. 


What can incentives 
achieve ? 


Taylor: An incentive scheme gives you the measure and 
ultimate reward for effective working. We found that 
over and over again. Somebody whose movements are 
quick is better at one particular job; somebody else 
who’s slow and sure is better at another. The figures 
that are thrown up by a bonus system do help you to get 
the best work out of each person. 

In our industry we're faced with an overall wage per- 
centage of something more than 50 per cent. That being 
so, it’s absolutely imperative to get the most you can 
for the money you spend. In that sense the bonus 
system has been a blessing. 

Page: We know that in many cases productivity has 
been raised, as a result of work study combined with in- 
centive schemes, by anything from 30 to 100 per cent. 
But one of the problems posed here is that these results 
have not been achieved solely as the result of incentives. 

I'd like to quote an example which may throw some 
light on this. I was concerned with a programme of 
work study which resulted in about 100 method and 
organization improvements. It was intended to cap all 
this with an incentive scheme, but owing to a sharp 
recession in the industry, this had to be postponed. 
Incentives were applied only some months later. 

Now this is the interesting fact: there was some im- 
provement in the job costs at once, as a result of the 
work study alone; jobs which had been continually 
running at a loss began to show smaller losses. But 
when the incentive scheme was started, and very care- 
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fully negotiated with the wor.-people, there was 
mediately a remarkable improvement. Nearly all 
showed a considerable improvement 
figures. 

It does seem to me to suggest that the incentive sche: 
brought forward extra co-operation from the wor} 
people because they felt that they too were going | 
share directly in the increased productivity. 


on prev: 


is the incentive 
pattern changing ? 


Marriott: I seem to see an evolutionary trend within a 
comparatively short historical period. We've moved 
slowly from the first stage, the ‘big stick’ of piece rates, 
through various bonus systems, individual, group 
collective or what have you. There now seems to be a 
new incentive philosophy, if I can use that term, con- 
nected with the development of automation. This 
awards high day-rates based on measured or contrelled 
day-work. 

This trend was very well brought out in an investiga- 
tion made by the industrial engineer of Petfoods Ltd., 
about two years ago. He was very surprised to find 
that, in addition to highly mechanized firms, there were 
many others not so advanced who were very much 
against incentive payment systems and who were trying 
to use measured day-work. 

Whether this is the alternative to bonus systems or 

incentive payment systems I don’t know, but there does 
se2m to be a tendency in that direction. 
Wilcox: In some types of industry, where the process 
controls the activity, I agree that it is possible—and in 
those circumstances perhaps much more practicable—to 
establish a high consolidated day-rate. Where that 
isn’t feasible, where supervision cannot immediately 
spot lack of effort, then direct incentives are the best. 

In my view, a high consolidated day-rate should only 
be applied wher you can actually control the effort being 
made by people continuously, all the time. 

Reddish: It’s really for Mr. Clarke to explain this. 
Clarke: | must say first of all that I think there’s no 
alternative to a bonus incentive scheme to raise the 
tempo within a factory to a satisfactory level. Once 
you've got it there, then I think you've got to consider 
other systems. 

My company have now gone off bonus systems. We 
hoped we could maintain our tempo without resorting 
to this ever-nagging effect of the pay packet. We felt 
by going on to a high day-rate we could keep people at 
the level required without influencing them through the 
agency of, really, a wages clerk. 

I think we succeeded mainly for one reason—we 
managed to reduce our labour turnover. I think if we 
had maintained the high rate of turnover we had, the 
dilution of labour would have been sufficient to have 
destroyed all our efforts. But by keeping a labour force 
which was accustomed to work at a certain tempo, we 
were able to bring new people up to that tempo. &’ 
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Will tomorrow 
see more firms 
absorbed in 
the new type 
of group 
enterprise ? 
Main Features: 
Each firm trades 
independently ; 
H.Q. provides 


capital. 


O the head of a family busi- 
ness, there may be few more 
alarming prospects than that 
of being taken over by a big combine. 
To have the identity of the firm hid- 
den under the cloak of a big name is 
bad enough. To be replaced on the 
board by directors from group head- 
quarters But to stay in 
office and be subjected to policies, 
routines and procedures from above, 
may seem worst of all. 
Fortunately there are a few con- 
cerns—known as industrial holding 
companies—who adopt an approach 
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is worse. 


The New Kind of 
Group Enterprise 


Crewe House, Curzon Street, W.1. 


different from that of the ‘take-over 
bidder’ 
they acquire more in the light of an 


They regard the companies 


investment than as a_ subsidiary 
trading enterprise and their attitude 
to existing Owners and managers is 
conditioned accordingly. One con- 
cern which adopts this approach 1s 
Thomas Tilling Ltd. 

When post-war nationalization of 
their transport services put them in 
possession of several 


pounds requiring re-investment, they 


decided, under the chairmanship of 


W. Lionel Fraser, to buy majority 
holdings in suitable firms from a wide 
range of industries. So far they have 
bought 21. 

Many groups of companies have 
become fairly centralized because 
there was a specific trading object in 
each purchase of another firm. Each 
acquisition had to fit into a pre- 
conceived plan of expansion or 
marketing. But this was not so in the 


millions of 
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Tilling Group HQ. 


case of Tillings. Majority interests 
were bought purely on their own 
merits as investments with future 


prospects 

The aim has not been to centralize 
The the 
‘family’ are too varied in product, 


administration. firms in 
problem and location for any sub- 
stantial economies to result from the 
running of common services. 
Nor has it been the aim to unseat 
In fact, 
which 


the existing managements. 
one important qualification 
Tillings looked for was that the firms 
should already possess capable man- 
agements willing to continue in office. 
And Tillings prefer the former con- 
trolling family to retain say 40 per 
cent of their shares, so that they will 
havea major interest in the rewards 
or penalties of success or failure. 
Tillings buy control, but it is a con- 
trol exercised lightly and logically. In 
return for losing control, the former 


Continued on page 142 
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This unusually frank case-history describes 


ow They Introduced 


The 
But 


UEST, Keen and Nettlefolds 

(Midlands) Ltd., broke the 

first rule in the book when 
they decided to buy a small com- 
puter. What they should have done 
was to put their decision on ice until 
they had laboriously investigated 
(1) the ways in which electronic data- 
processing could help them and (2) 
the current and forthcoming range of 
equipment. What they did was to 
order a machine at once and then 
think about using it. 

G.K.N. justify this policy by saying 
in effect: You've got to start some- 
where—and the sooner you start the 
faster you get ahead. No amount of 
investigation will teach you everything 
about using a computer. Much is 
learned only by actual experience. 

Thus the project was regarded as a 
pilot scheme for more ambitious 
computer work in the G.K.N. group, 
enabling them to gain ‘actual experi- 
ence’ as quickly as possible. 

Although much of the preliminary 
expense has to be ‘charged’ against 
the long-term policy, the company 
believe that this pilot scheme will 
soon justify itself on economic 
grounds. 

Their machine is a Hec 4. It cost 
about £30,000 and is being written off 
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management's idea was to gain E.D.P. 


already the pilot scheme is saving 


at the rate of £6,000 a year. With 50 
per cent of this sum charged against 
it, the first job is already showing a 
slight saving—although it occupies 
the computer for only 10 hours a 
week. Moreover, the saving is ex- 
pected to increase in the near future, 
when the computer begins to do a 
similar job for another division of the 
company. 

If G.K.N. broke a textbook rule by 
placing a ‘blind’ order, they quickly 
redeemed themselves by making a full 
investigation before the machine was 
delivered. Here is a brief description 
of their experience during the setting- 
up period and the first few months of 
operation. 

First, the basic facts: 
> The order was placed in February 

1955. One reason for the com- 

pany’s choice of machine was that 

they already had two large Holler- 
ith punched card installations. 

(The Hec 4 uses standard punched 

cards for input, output and exter- 

nal storage of data.) 


*This report is based on information obtained 


from a paper presented by Mr. J. N. Pugh, of 


Guest, Keen and Nettlefolds (Midlands) Ltd., at 
a recent British Iron and Steel Research Asso- 
ciation conference on computers, and from the 
discussion which followed it 


>» The machine has been installed at 
the company’s Screw Division at 
Birmingham, where there are about 
4,000 works employees. 

> The fifst job is payroll. Although 
pundits talk airily about the value 
of E.D.P. in the upper reaches of 
management control, G.K.N. have 
taken the view that it is wise to 
‘learn computing’ on a familiar 
and well-defined routine. More- 
over, the old payroll system was 
largely manual, so there was ob- 
viously a chance to speed up the 
work considerably. 


Preparing for 
the investigation 


As soon as the payroll job was 
chosen, the management appointed 
a team to investigate the existing 
routines; plan and programme the 
new routines; and make physical 
arrangements for installing the com- 
puter. 

The two members of this team 
were full-time methods specialists 
G.K.N. believed (and experience has 
confirmed their telief) that it ts un- 
realistic to expect a cost accountant 
or an office manager and his staf? 
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a Small Computer 


by Alan Peters 


experience as quickly as possible. 


money on 


make such an investigation on a 
part-time basis. 

At the same time, a computer co- 
ordinating committee up 
under the chairmanship of the com- 
pany secretary and chief accountant. 
Its members were the manager of the 
work study department, the manager 
of the O. & M. department, the cost 
accountant, the chief wages clerk and 
the computer team. 

Main functions of this committee 
were 


was set 


to keep in the picture the heads 
of departments which were going to 
be affected by the computer; 

to give the computer 
terms of reference: and 

to make or obtain policy deci- 
sions on matters arising from the 


team 


investigation. 

At first, the co-ordinating com- 
mittee met fortnightly. But as the 
investigation progressed, the need for 
regular meetings diminished. 


How the investigation 
was made 
The payroll system had to be re- 
considered from start to finish. This 
involved the following operations: 
1—A statement of job require- 
ments was drawn up, listing the 
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its own account... 


desirable end-products of the new 
system. 
2—Every sub-routine in the exist- 
ing system was analysed minutely. 
3—From the results of this analysis 
a series of flow diagrams was pre- 
pared, setting out in detail all data- 
passing and computing steps. 
4—The flow diagrams were veri- 
fied. Then—for the first time—the 
team started to evaluate the work in 
terms of computer input and output. 
5—Eventually a document 
drawn up showing (a) what informa- 
tion was needed; (b) how it would be 
arranged presentation to the 
computer; and (c) what forms the 


was 


for 


results would take. 

The next stage was to write the 
computer This took 
one programmer approxi- 
mately six months. 


programme. 


senior 


How the routines were 
changed 


As a result of the investigation, the 
*make-ready the payroll 
system was modified considerably. 

In the old routine, the wages clerks 
entered times and rates on one side 
of the employee's time card; later, 


area’ of 


the gross pay calculations were made 


on the other side. From this infor- 


mation, payroll, pay envelope and 
tax record card were produced, in 


one operation, on a conventional 
accounting machine. 
The tax card recorded the em- 


ployee’s total earnings and total tax 
deductions. Information for other 
deductions (pensions, loans, national 
insurance, etc.) was provided on the 
payroll; the accounts and records of 
deductions kept by a 
For each 


these were 
separate group of clerks. 
employee, there was an addressing 
machine enabled his 
essential details to be incorporated in 
the payroll or elsewhere. 

Using these methods, 28 clerks and 


stencil which 


their supervisors were employed full- 
the 
record-keeping. 
In the new routine the same infor- 
and prepared 


time on payroll and related 


mation is collected 
differently. 

From the production departments 
the wages office receives the employ- 
ees’ current data on these documents: 

1—A clock card 
ance, overtime, etc. 

2—A ‘temporary 
allowance’ sheet shows (a) any cash 
allowance to be paid that week; (b) 
together with 
that the em- 


records attend- 


rates and cash 


the amount of time 
the appropriate rate 
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ployee has spent on work other than 
his standard job. 

3—A _ piecework booking sheet 
shows each pieceworker’s pay per- 
formance, which is an index to bonus 
due. 

In the wages office, this current 
information is collected on to the 
reverse side of the clock card, which 
has been re-designed to suit the com- 
puter system. Then an ordinary 
Hollerith card is punched for every 
item. 

Standard information is also kept 
on punched cards. These are based 
on four ‘master’ documents, dealing 
respectively with the employee's 
wage rate, tax deductions, other 
deductions and wage analysis. Be- 
fore the new system was put into 
operation, the information on each 
document was punched into a stan- 
dard Hollerith card. The cards were 
then sorted by man-number and fed 
into the computer, which translated 
the standard information into binary 
form—thus enabling it to be com- 
pressed on to one card for each em- 
ployee. 

Now, of course, this preliminary 
run is applied only to new employees 
and those whose ‘constant ‘data (for 
example, wage rate) has changed. In 
all other cases the computer auto- 
matically punches new updated stan- 
dard data cards for gross pay and 
tax during the main payroll run. 

Before the main runs begin, the 
current data and standard data cards 
are merged by man-number. The 
computer reads the complete set of 
information for each employee in 
turn, and stores certain parts of it on 
the magnetic drum, so that analysis 
cards can be punched out later. 

Individual payslips—bearing 20 
pieces of information in all—are 
printed out by the computer at the 
rate of one every nine seconds. 
(Under the old system, employees 
did not get weekly statements.) 
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During the individual calculations, 

the machine is: 

keeping running totals for the 
various payroll departments; 

dissecting the employees’ net 
wages into the coinage which will be 
needed to make up the wage packets; 
and 

making an analysis of insurance 
stamp requirements. 

The main flow of work is not held 
up by these subsidiary operations. 
As the computer comes to the end of 
each payroll department, it automati- 
cally punches out departmental 
totals. Later, the departmental cards 
are re-processed to provide various 
control figures. 

During the main run, two cards are 
punched for each employee. One is 
the following week’s standard data 
card. The other is a labour analysis 
card. 

The new payroll system was intro- 
duced in December last year. Pre- 
viously, the programme has been tes- 
ted on one of the manufacturer’s own 
machines. For two successive weeks 
the first section of 200 employees was 
run in parallel with the old manual 
system, but from then onwards at 
each take-over date the old system 
ceased and the computer took over. 


What the new 
system has saved 


In advanced E.D.P. coteries (main- 
ly composed of people who haven't 
actually got a commercial machine of 
their own!) it is now unfashionable to 
talk about anything so crude as 
labour savings. Nevertheless the fact 
remains that G.K.N. have already 
reduced the number of clerks on pay- 
roll work by 12, and hope to make 
a further small reduction in the near 
future. This is one of the main items 
in the Cost and Savings Statement 
prepared by the team. 

The computer routine is so quick 





that the payroll is now available on 
day earlier than it was under the ok 
system. Therefore the reduced staf 
of the wages office has more time t 
make up wage packets—effectivel, 
restoring the status quo on that task 

The punching of current data 
cards (and standard data cards for 
new employees) is done by the origi- 
nal punched card section. Its staff 
has not been increased, because in 
giving the section a new job the com 
puter has simultaneously relieved it 
of an old one. Under the manual! 
payroll system, labour analysis had 
to be done in a separate operation by 
punching and tabulating data from 
the time cards. Now the labour ana- 
lysis cards are an automatic by- 
product of payroll computation. 

How is the computer itself man- 
ned? 

At present, there is an operating 
staff of three: a section head (male), 
a senior operator programmer (male) 
and an assistant operator (female) 
Another assistant is to be brought in 
soon. 

These people are responsible only 
for established jobs. They supervise 
the punching of all data; feed the 
cards into the computer; prepare the 
output units (printer and punch): 
and deal with any snags which arise. 
In future, the senior operator /pro- 
grammer is to be responsible for re- 
programming alterations to estab- 
lished jobs and for diagnosing com- 
puter faults. 


Programming requirements 
G.K.N. say that 
-To programme their type of 


work on their type of computer, a 
mathematician is not essential. Any- 
one with the right outlook and a 
reasonable standard of education can 
be trained in a few months. (G.K.N.s 
recipe: Look for someone of about 
G.C.E. standard who thinks in terms 
of figures and symbols and is good 
at solving crossword puzzles.) 
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It is not a good plan to get an 
O. & M. man to develop a new 
routine and then expect a program- 
mer to put it 
guage’. Ideally, the two skills should 
be fused in one person. 
it is probably better 
teach an O. & M. man programming 
than to try to the 
direction. 


into computer ‘lan- 
In practice, 
and easier—to 


work in other 


How they tackled 
reliability problems 


One advantage of starting with a 
job like payroll lies in the discipline 
which it imposes on the computing 
team. Whatever happens, the opera- 
tion has to be finished on Friday 
afternoon. 
tage of being able to evaluate the 


There is also the advan- 


results in familiar terms. With one of 


the never-could-have-done-it-before 
jobs, this might be difficult. 

G.K.N. are playing safe during the 
period when some teething troubles 
inevitable. 
computer is under-used: only about 


are For one thing, the 
10 working hours a week out of a 
theoretically possible 168. The pay- 
roll goes on to the machine on Tues- 
day and the aim is to finish it on 
Wednesday. This schedule allows 
them time to catch up if things go 
wrong. 

As a final ‘escape hatch’, there is a 
reciprocal arrangement with another 
Hec 4 user in the Midlands. In an 
emergency, the G.K.N.’s_ payroll 
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The company are ‘learning computing’ 

by running their payroll on the new 
machine. But they believe that the biggest 
savings will eventually come from the 
development of better planning 

and control systems 


could be processed on their machine. 

The computer is maintained by the 
manufacturers at an annual charge, 
and an engineer is permanently on- 
site. During the first hour of each 
working day, he carries out a series of 
tests, and, at present, he also spends 
half a day a week on routine main- 
tenance. 

Despite this care and attention, a 
number of breakdowns occurred 
during the first three months. Then, 
however, the position began to im- 
prove. By the middle of April, down 
time was in the region of 10 per cent. 

Before running a job, the operator 
puts through the machine a special 
pack of punched cards, designed to 
test all of the conditions which have 
been written into the programme. 
G.K.N. find that this practice is well 
worthwhile, because it sometimes 
reveals faults which have not been 
detected by the engineer. 

The programme itself does not in- 
clude elaborate arithmetical checks, 
but the results are scrutinized within 
the machine to ensure that they ‘make 
sense.” In the first four months, only 
eight incorrect payslips (out of about 
60,000) All of them 
were caused by the same intermit- 


were issued. 


tent machine fault. 


Developing the 
scheme 


It might be argued that G.K.N. 
have made the classic error of esti- 
mating their savings by comparing the 


costs of the new system with those of 
an old system which could have been 
speeded 
bringing in a computer 


without 
To 
But the other side 


up considerably 
some 
extent this ts true. 
of the medal is, first, that the spare 
capacity of the machine—eventually 
to be taken up—greatly exceeds its 
present running time: second, that 
the main project 
experience 

The next step will be to put on to 
the machine the 3,000-strong payroll 
of the Bolt Nut 
Darlaston. Also under development 
costing the 
company’s full range of products 
(there are about 25,000 different 
types and sizes). But G.K.N. believe 
that the machine will play its most 


to gain computing 
is progressing very well. 


and Division at 


are routines covering 


important role in forthcoming ex- 
perimental work on stock control 
And 
already they have set up a new team 


and machine loading problems 


to investigate the potentialities of a 
larger computer installation 

That 
employees’ fear of redundancy 


the 
has 


much-rattled skeleton 


not caused trouble. As the project 
got under way, all members of the 
wages office and cost office were given 
While 
allaying fears of large-scale redun- 


a series of fortnightly talks. 


dancy, the management emphasized 
that anyone ‘displaced’ by the com- 
puter would be offered suitable em- 
ployment in other departments. This 
promise has, of course, been kept. 
END 
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Business’ invites you to look in on a 


Refresher 


ON’T know what they 

think is the point of sending 

me here,” said the man t 
the gaberdine raincoat and trilby hat 
“I've been twenty years on the road 
you know. Bet I could outsell the lot 
of them.” 

We were entering the four-storey 
building behind London's Victoria 
Station, where the Tack organizatior 
combine their two main activities 





selling air conditioning equipment 


How to cope with a difficult buyer. Two Tack lecturers act and running courses in salesmanship 
little sketches to put over their points with humour and verve sales management and human rela 
tions. 
My neighbour patted his briefcase 
and added: “Anyway, my stuff 


special. This can’t apply to me 
Scraps of conversation from othe 
parts of the room suggested that 
similar thoughts were being voiced by) 
everybody else 

It would probably be fair to say 
that Tack courses gencrally manage 
to assemble, if not the most hostile 
audience possible, at least a decidedl) 
truculent one. The reason is, ol 
course, that no one likes to be told 
they are not doing their job very wel 
And going off to learn about sellin 
after considerable practical exper! 
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“It doesn't apply to me” they 
think. But later increased sales 


tell a different story 


Course for Salesmen 


by 


ence is, at first sight, a humiliating 
proposition. 

But the organizers put it like this: 
itcan do no one any harm to pause in 
mid-career and briefly look over the 
selling habits that been 
quired, often unconsciously, over the 


have ac- 


years. For this reason the first few 
sessions are largely devoted to an 
analysis of bad selling habits, and 
members are asked if they can place 
hand on heart and say truthfully: “I 
have never committed any of these 
faults.” 

For instance, 
means of little sketches and 


we are shown by 
anec- 
dotes, how the traveller looks from 
the buyer's point of view. It is em- 
phasized that the picture presented 
has been thought up by the 
organizers, but been collated 
from the views of hundreds of buyers 
who form a sort of advisory panel 
to the Tack organization. 

It would be optimistic to suggest 


not 
has 


that salesmen who attend the course 
give in at this stage and confess: 
“Yes, I do just that. What can be 
done about it?” But the opening few 
sessions certainly create interest, be- 


“By 


cause each man says to himself: 
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Stephen Rose 


the life 


In this way, truculence 


that’s old Jones to 


Very clever.” 


Jove, 


and hostility gradually give way to a 
‘wait and see’ attitude 
The 


others in organization 


resembles few 
Members are 
summoned for each session by elec- 


Tack course 


tric chime to an air-conditioned con- 
that ts 


sealed with double windows 


ference room hermetically 

Taking notes and asking questions 
are both severely discouraged. “We 
should be 
taking, so we ve done it for you,” say 


And 


lecture, a 


know what notes you 


have 


hand- 


the organizers they in- 
deed. After 
written precis comes round, dupli- 
cated in blue to look like actual ink, 


note-paper, 


each 


and printed on small 
7in. square. 

Questions must be written down on 
question cards and handed in. They 
are answered either privately or at a 
brains trust session at the end of the 
course. 

So 


not a minute of the course must be 


Time is the salesman’s enemy 


Starting times are cunningly 
varied each day to prevent back- 
Drinks before lunch 
they have a pronounced 


wasted 


sliding are 


frowned on 


tendency to undermine the best of 
schedules 

Visual aids are sparingly used, but 
there are a number of homely devices 
to help lecturers make their points 
Also used are films and a tape re- 
corder 

Many a 
could afford 
Tack 


Their personalities are pleas- 
Diction 


internal 
the 


firm running 


courses to study 


methods of lecturers in some 
detail. 
ing but unobtrusive and 
demeanour resemble those of trained 
Words float buoyantly on 
modulated voices. Hands 
the occasional 


rhetorical gesture, otherwise kept in 


actors 
carefully 
are only used for 
storage, neatly folded. 

The material on which the course 
is based relies largely on the time- 


the sales 


‘Ap- 
proach’, ‘Interest’, “Confidence’, *Pro- 
‘Desire’ and “Close’. 
Most good salesmen automatically 


honoured analysis of 


sequence into stages called 


duct or Service’, 


follow some such sequence when put- 
ting their story across 

But here it is a question of system- 
atizing one’s method. This ts done by 
the Tack ‘selling sentences’ technique. 
The salesman summarizes his main 
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selling points into so many ‘benefit 


sentences’. If he learns them off by 
heart, he can modulate his sales pitch 
to suit each individual customer, but 
will not have to rely on the inspira- 
tion of the moment to ‘sell the sizzle’. 

Parallel with this material 
sessions devoted to what is loosely 
termed human relations. The idea is 
that the salesman can only sell his 
product or service if he sells himself. 
And to sell himself he must be an 
expert in human relations. But to 
teach this subject is no simple task, 
and the Tack course is content with 
essentially inspirational addresses. 

To complete the programme, there 
are ‘how to’ sessions, which almost 
everyone finds interesting, on ‘Over- 
coming Buyers’ Objections’, ‘Getting 
Past the Girl at the Desk’ and so on. 
At two stages there are recapitulation 
sessions, ingeniously organized along 
the lines of television give-away 
shows, with small spot prizes for 
people who either answer questions 
correctly, or who are prepared to give 
an off-the-cuff one-minute talk on 
one of the subjects the course has 
covered. 

The final session sees Alfred Tack 
himself make his first and last appear- 
ance. This is not to be missed on any 
account. Even persistent grumblers 
who may have maintained their 
hostility intact throughout the three 
days, cannot help feeling that they 
have had their money’s worth from 
this session. 

Mr. Tack has the sort of personali- 
ty that envelops you like a super-soft 
electric blanket, thermostatically con- 
trolled to exactly your temperature. 
Far from resembling the flamboyant 
picture most people have of the suc- 
cessful salesman, he is quiet and 
friendly. 

His subject is ‘How to be a success’ 
and of course he has a particular 
recipe for this (e.g. start earlier in the 
day, don’t drink so much coffee, 
organize your calls better, and so on). 
But this recipe is introduced only 
incidentally. It is not the chief point 
about this lecture. 

Alfred Tack knows perfectly well 
that real success comes only from 
wanting success enough to work for 
it. No recipe in the world can work 


are 
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When George and Alfred Tack began sales 


training and refresher courses for their own 
group of companies many years ago, they 
were so successful that they were invited 


to give a series of lectures in the U.S.A. 
This led Alfred Tack to write a number of books 
on salesmanship and sales management. 

In 1938 the brothers decided to fill the need 
for a wider service and train salesmen and 
sales managers for other companies. 


Today their organization claims to have the 


largest personal sales training courses 


in the world. 


A unique feature of the set-up 


is that all the lecturers hold key sales 


positions with the parent company, 


Tack Air Conditioning Ltd. 


In the next twelve months the courses will be 


extended to Norway, Sweden, Denmark, 
France, Italy, Switzerland, Australia and India. 


out as long as it remains on paper. 
So he sets out to create in his audi- 
ence an intense desire to succeed. 

Whom are we fooling, he asks, 
when we say we don’t want success? 
Do we believe all those top people 
who proclaim they were happier in 
the old days, on the road? 

“Gentlemen, do you know what I 
say to those people when I meet 
them? I say: ‘Here you are, Mr. 
Smith. Take your briefcase. Go and 
be happy all over again.” But do they 
go? Not on your life!” 

What about the health factor? 
Don’t successful people ruin their 
health, suffer agonies and die young? 

“Gentlemen,” says Mr. Tack at his 
most persuasive, “the hospitals of 
Britain are full of sick people. Many 


thousands of them are suffering from 
heart disease and ulcers. Are they all 
successful? Or is it just that we don't 
hear so much about them?” 

Mr. Tack probes deep into our 
innermost hopes and fears. Where he 
finds a feeble ember of ambition, he 
fans it, feeds it and builds it up. At 
the end of an hour, when he dis- 
appears into the wings, he 
many members of the audience 
straining at the leash to get out there 
and sell as they have never sold before 

Does this desire last? That de- 
pends entirely on the individual. But 
the organization’s impressive series of 
testimonials from leading firms in 
this country suggests that it does, and 
that Mr. Tack has effectively sold 
selling—to salesmen. END 


leaves 


BUSINESS 





special machine shop has 


been laid out by Steels 
Engineering Products Ltd., 
Sunderland, to provide congenial 


working conditions for older men, 
and for those who for other reasons 
require special treatment and cannot 
continue working under the pressure 
of a full-scale production shop. 

This 
from 
people. 
school for the firm’s apprentices. 

The company feel that men of 60 


venture differs somewhat 
other workshops 


It also serves as a training 


for older 


or above still have a most valuable 
contribution to and the 
management are reluctant to see their 
and knowledge 


make, 
available — effort 
thrown on the industrial scrap-heap. 
At the same time, they do not think 
that the production shop is the best 
place for an engineering apprentice 
to learn his trade 

Thus, the new scheme provides an 
ideal compromise. Older 
can continue to lead an active and 
and apprentices 
conditions, 


and 


workers 


existence, 
under excellent 
gaining valuable experience 

advice from highly skilled men. 

The new workshop has been set up 
with a comprehensive range of 
general purpose machine tools. It is 
available to any skilled engineering 
machinists and fitters who wish to 
work there, but preference is given to 
those already with the company who 
wish to transfer. 

The shop also caters for men who 
have been ill, and who would prefer 
to work there for a time before re- 
turning to normal production. 

Apprentices are given a fairly long 
spell in this special section. Training 
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useful 
learn 











A comprehensive range of general- 
purpose machine tools has been 
instalied. They give apprentices 
varied experience, and also relieve 
production shops of awkward 
‘specials’ 


orkshop for 
Ider Workers 


rains 


their 


prentices 


there can be varied, and they gain 
wider experience in a shorter time 
than under ordinary production con- 
ditions. They are also less likely to be 
asked to do repetitive work. 

The older workers are paid mini- 
mum nationally agreed day 
with possibly merit payments in ad- 
dition. Piecework is quite ruled out 


rates, 


Starting times are those of the rest of 
the works, but the men are released 
some 10 or 15 minutes early in the 
evenings so as to avoid the rush for 
public transport. 

The workshop is used for the pro- 
duction of prototype parts, obsolete 
spare parts and specials—in short, 
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for all the short-run or one-off items 
which would otherwise inconvenience 
the production departments. 

The ability of older workers 
produce such parts without the aid of 


to 


elaborate jigs and tools compensates 
amply for their possibly slower rate 
of output. 

How long can they go on working 
there? An executive of the firm 
comments: 

“In this company, a man is re- 
garded as being one of the older men 
if he is between 60 and 80, and is 
regarded as an old man up to 100. 
Over 100, we think it is time to re- 
END 
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tire!” 




















Better use of machines, more output from 
less-skilled operators ...now automatic 
work positioning offers big advantages 


to the smaller firm 


Control by Numbers 
Means Cheaper 


Production 





by William Guthrie 
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MALL and medium-sized metal 

working firms may soon have to 

ask themselves whether they can 
afford not to have numerical (auto- 
matic) controls on their machine 
tools. 

This is a reversal of the situation of 
only two or three years ago when 
electronic control equipment 
generally regarded as too expensive 
and unreliable. Sometimes it was 
applied to machine tools whose 
general performance was not worthy 
of it. Backlash, and the wrong kind 
of bearings for moving parts, led to 
poor performance for which the 


was 


control equipment was blamed. 
Two factors have changed all this. 
First, the new types of circuit are 


more reliable. Second, progressive 
machine tool firms are designing 
machines with the special require- 
ments of numerical control in mind. 


They are also producing special 
parts to add to existing tools so that 
numerical control is as easily applied 
to them as to new machines. The 
result is that even small drills, borers, 
reamers, and tapping machines can 
be adapted, provided that they are 
reasonably accurate. 

There are two kinds of numerical 
control. The first is very expensive. 
It provides continuous control of the 
tool, from switching on to switching 
off, and its main application is in 
three-dimensional milling. The pro- 
gramme is complex because instruc- 
tions have continuously to be fed to 
the tool. 

Numerical positioning—the sub- 
ject of this report—is the second and 
simpler kind of numerical control. 
It is applied where a tool cuts inter- 
mittently, as in a drill, which has to 
be stopped and re-positioned while 
making a series of holes. 

Numerical control 
direct advantages: 


gives seven 
I—No marking out. 
2—Higher output per operator 
less fatigue. 
Better accuracy. 
Skilled labour not required. 
No jigs required. 
Repeatability much higher. 
7—No setting up. 

In conventional drilling practice, a 
blueprint goes from the drawing 
office to the marker-out, who is 
skilled and highly paid. He has to be 
able to read the blueprint, 
verniers and scribes, and ‘centre-pop’ 


using 


He 
high 


each hole on the workpiece. 
must work to a consistently 
standard of accuracy—generally to 
a tolerance of about .002 inch— 
because all his errors will be dupli- 
cated or magnified at a later stage. 
He sets up his machine using gauges, 
a slow and tiring business. Each hole 
requires separate setting. 

A skilled man can to some extent 
correct the inaccuracies of a machine 
he knows. By using special bushes 
(fitting over the drill) he can reduce 
the tendency of the drill to ‘wander’ 
as it starts to ‘bite’. But his work can 
never be more accurate than the 
original marking-out. 


With automatic positioning, the 
work piece goes straight to the 
operator, who places it under the drill 
head. He requires no blue print. 
Instead, he may receive a punched 
card or a length of punched paper 
(teleprinter) tape, which he feeds into 
the control unit. The 
machine is switched on . . . and the 
control unit takes over, positioning 
the machine, in seconds, far more 
accurately than an operator taking 
20 times the time. When the last hole 
has been drilled the 
switched off. 

If there is no punched card or tape 
the operator receives a set of dimen- 
sions, which he dials on the control 
unit. A switch is tripped and the 
machine starts to drill the first hole, 


electronic 


machine is 


to a known accuracy. 


The accuracy does not depend on 


The Atlantic table (left) is tailored to the requirements of numerical control. 
With the E.M.1. Electronics control unit, accuracy is better than .0002in.; resetting 
is closer than .0001in. The Ekco unit (top) achieves simplicity by dispensing with 
valves or transistors. Setting accuracy depends on the lead-screw. Resetting 


accuracy is within .0002in. 
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the operator. It depends only on the 
number of decimal places dialled on 
the control or punched on the tape. 
This in turn depends on the com- 
plexity—and price—of the control- 
ling apparatus. 

There are types to suit most re- 
quirements, but even the simplest and 
cheapest is guaranteed to a tolerance 
within .0Olin. to .002in.—more ac- 
curate than the average skilled mark- 
er. And it gives these results in 
seconds, without fuss, and without a 
glance at a scale or a measurement of 
an angle. 

All the systems depend on co- 
ordinate settings; in other words, all 
measurements are made in relation 





to x and y axes, just as map grids 
divide areas into squares referred to 
as A2, A3, and so on. 


Programming 

Responsibility for ‘marking out’ is 
in effect, transferred from the shop 
floor to the drawing office—which is 
where designers would prefer it to be 
anyway. 

When the draughtsman has made 
his drawing, he lists all holes of 
similar size and gives them a mea- 
surement according to their distance 
from x and y axes which he draws 
from a datum point. 

Suppose a row of 12 jin. holes has 
to be drilled at intervals of lin. in a 
plate 13in. long, and at a distance of 
lin. from the edge. The co-ordinates 
for each hole will be x,, y, for the 








first; Xy, y, for the second; x,, 5 
the third, and so on. The draug 
man works out the best sequence 
which to make the holes and gro\ 
them in that order. Any other ho 
of different sizes are grouped, wit! 
space between each group. The re 
son for the spacing is to indicate th 
the machine must be stopped for io 
changing. 

The list is passed to a girl wh 
either types out the numbers on 
teleprinter keyboard to produce 
punched tape, or uses a hand-punch 
to make holes in the appropriate 
column of a card. Tape or card are 
then checked and handed the 
operator. 

Sometimes this last step is omitted, 
the list of co-ordinates going straight 
to the operator, for manual dialling 
But where a large number of holes 
are required, the information is 
usually put on tape or card to speed 
up the process many times. In any 
case, the list of co-ordinates is the 
‘programme’ which the 
must follow. 

The workpiece is clamped to the 
machine’s work table according to 
the datum adopted in the drawing 
office. When the machine is switched 
on the workpiece takes up its posi- 
tion for the first drilling. 


to 


machine 


Machine Tool Design 

Numerical positioning requires 
that the machine's worktable should 
be adjustable, the position being 
measured by reference to co-ordl- 
nates. All jig-borers and high-class 
drilling machines come within this 
category but there are many ma- 
chines which do not, although they 
have an acceptable standard of 
accuracy. In any case, numerical 
control is unlikely to work satis- 
factorily with any conventional 
worktable. 

This was realized by Industrial 
Technics, a small Southampton ma- 
chine tool firm, who are impressed by 
the great possibilities of numerical 
positioning and of two systems in 
particular. These are the systems 
developed by E.M.I. Electronics and 
Ekco. 

Backlash and sticktion are the main 
enemies of numerically-controlled 
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Insert the time card — 


the record’s made ! 


On your first look at the streamlined, 
attractive, business-like appearance of 
the International Superelectric Attendance 
Time Recorder you are prepared for its 
quick and efficient operation 


NO LEVERS OR 
HANDLES TO MOVE 





@ Instant recording by the mere insertion of the 


time card—a one-handed operation this is the 
@ Registration of time, correctly positioned on the only 
time card and checked easily with direct-read time operation 
numerals on the front of machine 
necessary 
@ Automatic printing in red of lost time and overtime h 
records—visible to the employee and assisting the on the 
wages department International 
@ Bells and hooters can be automatically operated at Superelectric 
pre-arranged times as close together as one minute 
Attendance 


@ All electric, ensuring accurate uniform time 


Time Recorder 


@ Supplied on cash or rental terms 


INTERNATIONAL 


Ask for a copy of new booklet, ‘The Odd Minute”, 


describing these Time Recorders in the range of 
> International Business Machines (Ref. J708/1). 
It will be sent to you without cost or obligation. 





=e 
rue opD minuTe 


IBM UNITED KINGDOM LTD., International Time Recording Division 
8 Berkeley Square, London, W.1 Telephone: MAYfair 2004 


And at Birmingham, Glasgow, Manchester, Leeds, Sheffield, Liverpool, Newcastle-upon-Tyne and Bristol. 
FACTORIES: LONDON and GREENOCK 


Superelectric Master Clock Time Systems + Attendance and Job Time Recorders + Time Stamps 
Secondary Clocks » Automatic Signal and Programme Time Control « Personne! Location 
Clock Chimes without Bells « Watchmen’s Clocks 


Oldest and Largest Manufacturers of Time Recorders 
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systems. 


Backlash, roughly, is the 


amount of free play between the 
beginning and end of a gear train; it 
‘tricks’ a numerical control system 
into thinking it has moved more or 
less than it was instructed. Sticktion 
is a combination of inertia and resist- 
ance which causes part of a machine 
to ‘stick’ until a relatively great force 
is applied—and then it moves too far. 
The numerical system ‘knows’ this 
and tries to correct it, but once again 
the part moves too far and again the 
system tries to correct it. The result 
is a series of jerky movements called 
‘hunting’, with the machine seldom, 
if ever, attaining the required posi- 
tion. 

Industrial Technics have designed 
special worktables to be used, in con- 


&4 


pany. 


junction with the E.M.I. and LEkco 
systems, on new or existing drilling 
machines, provided that the accura- 
cies of the drill head and spindle are 
adequate. 

In their worktables they have 
reduced backlash to negligible pro- 
portions by special 
sandwich gears. Sticktion is 
come by mounting the worktable on 
case-hardened steel bars. The bear- 
are recirculating bushes pre- 
loaded—which means, in simple 
language, that special steps are taken 
to reduce friction and wear. This is 
proved by the fact that the table is 
almost as easy to move when carrying 
a Sewt. 
unloaded. 

The numerical controller operates 


using nylon- 


over- 


ings 


workpiece as it is when 


B.T.-H. positioning control was applied two years ago to this 
horizontal borer at the British United Shoe Machinery Com- 
Accuracy is within .0001in. 
the console or by punched card. One advantage of cards 
over tape is that the name and number of the job can be 
written on them and they are more easily filed. 


Control is by knobs on 


the table by means of servo motors 
which revolve the leadscrews. Info! 
mation on the position of the table ts 
fed back to the controller by means o! 
a measurement comparison devict 
In the Ekco system this is a simple 
attachment to the 
therefore depends on the leadscrew 
accuracy. E.M.lI. 
independent electrical measuring s) 
tem, which means that distortion 


leadscrew al 


for its use 


the leadscrew, due to heavy loads « 
wear, does not cause errors 


What They Cost 


Only recently have a few mat 
facturers stated their prices blur 
without the coy preface: “Well, it 
depends.” Industrial Technics « 


their Atlantic table with Ekco c 
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fresh air 


at the same time 














Write for descriptive booklet to Dept 
COLT VENTILATION LIMITED - SURBITON - SURREY 


* Warmed or cool, and 
filtered—as you wish 


Proper ventilation necessi- 
tates the removal of foul air 
and its constant replace- 
ment by fresh air. 

Only the Colt Two-Way 
Fan simultaneously fulfils 
this two-fold requirement. 
The incoming fresh air can 
be warmed or cool, and 


filtered—as you wish. 
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trol for £3,100. At this price, knobs 
have to be manually adjusted for each 
operation. A plug-in ‘reader’ to take 
instructions for up to 12 holes from a 
punched card costs another £350. 
The Atlantic table, with E.M.l1. 
control (giving much higher accuracy) 
costs £6,050. A teleprinter to make 
punched tapes costs another £400. 
All the above prices exclude the driil 
or borer itself. These figures com- 
pare very favourably with the cost 
of an ordinary drilling machine if 
account is taken of the reduced oper- 
ating costs. And they are much 
more realistic than many potential 
users, hearing of the high prices 
quoted for three-dimensional con- 
trols, may have been led to expect. 


How They Help 

Numerically positioned machines 
fit in well with the trend—in medium- 
sized and small firms outside the 
consumer industries—towards small- 
batch production. Generally speak- 
ing, they can be applied economically 
to batches from two to 100, although 
the limits vary according to circum- 
stances. 


Flexibility is their forte. Although 
their output can never approach that 
of the special-purpose automatics in, 
say, the car industry, they are far 
more versatile. And with the pres- 
sure of change caused by the increas- 
ing pace of research and invention a 
flexible production line is a great 
asset. 

E.M.I. quote a typical example 
from their own works. A radio panel 
with many holes took 21 hours to 
mark out and 65 minutes to drill ona 
radial drill. Compared with this, 
programming, based on an ordinary 
drawing, took ten hours. Moreover, 
the time could have been reduced to 
three hours if the drawing had listed 
the co-ordinates. Drilling, controlled 
by numerical positioning, took 53 
minutes. Total saving on one panel, 
11 hours plus. 

Saving on subsequent panels would 
have been practically 100 per cent, 
not counting the 53 minutes drilling 
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NEW SYSTEM USES BROAD PAPER TAPE 


Priced at about £630, the Airmec system is one of the most 
competitive on the market. No valves are used. Control is 


by means of robust relays switching circuits. 


Setting is by 


means of controls on the console or by punched paper tape 
about 4in. wide. The holes are punched by means of a simple 
jig, and are sensed by a photo-electric cell. Setting accuracy 


is claimed to be .0003in. under favourable conditions. 


Auto- 


matic selection of different drill heads is achieved by punch- 
ing an extra hole in the tape. 


time. To this can be added the fact 
that the operator could be paid less 
because less skill was required. 


Machine Utilization. | Numerical 
control considerably increases pro- 
duction per machine because no time 
is spent in setting up. 

Output per man. Where machines 
are programmed by card or tape, one 
unskilled operator can look after up 
to six machines. The system is 
generally arranged to ‘fail safe’—in 
other words, if anything goes wrong 
the machine stops to prevent possible 
damage to the workpiece. All the 
operator has to do is change the drills 
for different sizes of holes, and even 
this can be arranged automatically, 
where the extra complication is 
justified. 

Reliability. Companies like E.M.I. 
have more than five years’ experience 
of electronic controls of various 
types. When they sell a machine the 


buyer has the option of a main- 
tenance contract or an arrangement 
to call E.M.I. in when anything goes 
wrong. So far no buyer has taken 
advantage of the maintenance con- 
tract—it is not necessary. 

Most of the faults that develop are 
mechanical ones. The equipment is 
made up of ‘bricks’ of interchange 
able plug-in units. Faults can be 
rectified and machine down-time re- 
duced to a minimum by the user's 
own maintenance electrician. This 
dispels one of the traditional bogeys 
of numerical control—the small man's 
fear that he will have to keep a team 
of electronic engineers on the spot 
case anything goes wrong. 

The Ekco system reduces compl! 
cation to a minimum. There are n 
valves or transistors—only hig! 
stability resistors. The control bo 
measures only 15in. by 12in. by 12in 
Lights on the panel keep to locat 
quickly any possible fault. EN 
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SMALL-OFFICE book-keeping machines 


Low-cost multi-purpose models 
designed to meet the accounting 
requirements of smaller businesses 
and “sub” departments. 





Beautiful machines, beautifully made by 





% a 
~? Vannes $- 
Reg TM 7 IW 
The National Cash Register Company Lid.. 206-216 Marylebone Road, London. N.W.1. Telephone PADdington 7070 
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What you should know about 


Executive 
ontracts 


How binding are they ? 


What happens if you 


change your mind ? 


Who gains more — the firm 


or the individual ? 


How restrictive are 


restrictive clauses ? 


OT one in a hundred firms 
in this country are placing 
their executives under con- 
tract. Why this casual approach to 
the key members of one’s team? 
One company comment: ““We like 
to feel that our employees are staying 
with the company because it is ‘a 
good firm to work for’ rather than 
holding them under contract.” 
That, however, is not the whole 
story. The main point of a contract 
is to define mutual obligations of em- 
ployer and employed. But as far as 


by George Hamilton 


the law is concerned, the absence of a 
contract in writing does not mean 
that there are no obligations which 
the law will uphold. 

It is equally true, of course, that 
just because a contract stipulates 
certain terms in writing, it does not 
guarantee that those terms will be up- 
held in a court of law. 


Restrictive Clauses 

Firms that have instigated execu- 
tive contracts as a general policy 
usually have something to protect. 





That is to say, securing a pe 
services by contract is general] 
important to them than safegua 
a trade secret, confidential info 
tion, etc. 

The courts, as a rule, are hos 
to contracts which restrict the fi 
dom of the individual. Ifa restrict 
clause is too sweeping or tends 
restrict unduly an individual's cho 
of employment within his speciali: 
field, it may te difficult to get it uy 
held. 

On the other hand, elementa 
loyalty and good faith do not have 
be signed and sealed contractual 
There is no written provision fo 
ethics in law, but a court will tend t 
go by what is reasonable. 

For instance, it is generally recog 
nized that no employee may canvass 
his employers’ customers on behalf of 
another firm. Nor may an executive 
ever physically remove documents, 
correspondence, lists, etc., for use 
in other connections. But knowledge 
of such correspondence, lists, and 
customers which is acquired in the 
course of one’s work cannot be pro- 
tected by a contract. The most that 
could be written into an agreement 
would be a clause restricting the use 
of that information in a way directly 
harmful to the company for a stated 
period of time after the employee has 
left. But tke validity of such a res 
triction would again depend mainly 
on the facts of each individual case 

Many restrictive clauses refer to 
inventions and improved processes 
developed by an executive while in 
the company’s employment. Here is 
a typical example: 


Every invention, improvement 
and discovery made or discovered 
by the employee during the period 
of employment with the company 
and arising out of or in 
sequence of such employment 
shall be deemed to have been 
made by and on behalf of the 
Company and shall belong to the 
Company exclusively, and the 
Employee shall forthwith com- 
municate to the company full par 
ticulars of every such invention 
improvement and discovery 


con- 


One sympathizes with the mot 
behind such a clause. Many co 
panies spend enormous sums on 
search and development and wot 
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arching in step to prosperity 


People whistling at their work on the factory floor: 
office staff obviously enjoving life: management with a 
smile for evervbody no need to wonder what 
the future holds for this firm 
! he sec ret? \ I< ) Manage ment aware that, ul Britain 
is to hold her industrial place in the 
world, it is as essential to modernise 
administrative operations as 


it is production lines 





Every business 

wanting to be sure 

it is marching in step to 

prosperity should ask Re mington 

Rand to survey its entire 

administration and report on it. This will 
make available unique knowledge and 
experience that may prove invaluable. It will 
be based on 8o vears of technical research and 


practical work on office efhciency problems in 41 countries 


The world's most comprehensive range of Office Equipment inciudes : 
ACCOUNTING, ADDI. ALCULATING, DICTATING, DUPLICATIN AND PHOTO-COPYING 
UNIVAC EL CTRONI MP TING SYSTEMS FILING, VISIBLE RECORD AND CHARTING SY5 


FIRE RESISTANT EQUIPME® TYPEWRITERS ELECTRIC, NOISELESS, STANDARI orri FURNITURE AND SUPPLIES 


EQUIPS BUSINESS FOR PROSPERITY 


REMINGTON RAND LIMITED - 1-19 NEW OXFORD STREET- LONDON WC! CHA 8888 - Business Eouloment Centres in al! orincioal cities 


JUNE, 1958 " 
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hate to see the cream of their work 
skimmed off by unscrupulous em- 
ployees for sale to rivals. But it is 
undeniable that many a successful 
business has been started by a former 
employee who has an idea how some- 
thing could be improved, and thought 
it would be more profitable to exploit 
this on his own. 

In all such cases, the contract itself 
becomes relatively unimportant. 
Should matters go so far as a court 
action, the case will be judged on the 
grounds of what is reasonable rather 
than what has been actually stipula- 
ted. The same is true of those com- 
panies that insert a clause about in- 
ventions and patents into their staff 
handbook. 

Why, it may be argued, do firms 
bother with these restrictive clauses 
at all, if they are of little use in prac- 
tice? The answer is that companies 
find a sternly worded restrictive 
clause a most effective deterrent to 
potential wrongdoers. If such a 
clause has been signed, the average 
person will think very seriously be- 
fore deliberately infringing it (if only 
because the company is usually better 
able to afford a court action than the 
individual). 


Long-term contracts 


Long-term service contracts fall 
into rather a different category. 
There the restriction concerns seek- 
ing and accepting employment out- 
side the contracting company. This 
form of contract has not achieved 
widespread use or popularity, except 
perhaps in the case of directors and 
other top people, where pension 
terms and superannuation rights 
have to be put into writing. 

For other executive levels, there is 
a serious objection to this sort of 
agreement. Dr. Copeman’s book 
Promotion and Pay for Executives 
showed that successful executive 
careers are often, in the early stages, 
the result of job changes rather than 
of internal promotion. One reason is 
the differential that exists between 
internal and external market prices 
for executive positions. Thus, the 
first part of a career will often be 
spent using job flexibility to progress 
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as quickly as possible. A long term 
contract would restrict that flexibility 
and might impede the development 
of a career. 

But in his late forties, the executive 
may find himself no longer so mobile. 
Job changes decrease as age in- 
creases. At a certain point the ques- 
tion arises: shall | make a final 
change, or shall I settle down to 
spend my last working years with 
this firm? 

Either way, the decision is going to 
be final, and the executive naturally 
wants his future to be settled. This is 
where he may ask either his existing 
employers or the prospective ones to 
give him a long-term contract that 
will see him through until retirement. 

But at this stage there is little left 
for the employing firm to gain 
through such a contract. Of course, 
good top management material is 
hard to come by, but how does the 
average firm know whether this par- 
ticular executive will be employable 
in a few years’ time? With even a 
slight change in market conditions or 
sales policy his function may become 
redundant. Has he then the flexibility 
of a younger man to change over to 
something else within the organiza- 
tion? The last thing a firm wants is to 
carry passengers at top management 
level. Consequently, the long-term 
contract is rarely offered. 

It can, however, be negotiated. 
The onus is merely on the individual 
executive to sell the idea adequately. 

‘Long-term’ should not be taken to 
imply a stated period (e.g. 10, 12 or 
even 15 years). Very few firms would 
agree to that. Rather, long-term im- 
plies the notice required to terminate 
the agreement. The contract itself 
should have no time limit. 

The notice period will vary with an 
executive's rank. At top level it may 
be as high as five years. This in itself 
is a guarantee of security and at least 
indicates the scale on which com- 
pensation may be reckoned should 
the company wish to give summary 
notice. 

From the executive's point of view 
such a period of notice is not so rigid 
as it may appear. If for any reason he 
finds it necessary to leave in a hurry 
there is very little that a firm can do. 


On the one hand they will hard! 
him to work out the full five yea 
hostile executive in the ranks ca: 
too much damage. On the other 
most unlikely that they will sue 
breach of contract, unless motivat 
by pure vindictiveness. Outside | 
entertainment business such actio 
are almost unknown. 


Short-term contracts 


Short-term renewable contract: 
are more harmless all round. The 
executive who signs one stands to lose 
very little, but will gain hardly any 
thing either. Its force is hardly more 
potent than a routine exchange of 
letters. 

The one subject which might be to 
an executive’s advantage—compen- 
sation for premature dismissal—can- 
not effectively be covered. 

The reason is twofold: first, any 
compensation figure mentioned in 
a contract automatically becomes 
liable to tax—and therefore a much 
less alluring proposition. Secondly, 
compensation is not legally enforce- 
able as an abstract sum. It must 
represent actual financial and other 
damage suffered through premature 
dismissal. 

Thus, if an executive earning 
£3,000 is sacked but immediately 
gets a job paying £3,500 he is unlikely 
to get much compensation, whatever 
the terms of the contract. But if his 
new job means forfeiting pension 
rights, promotion prospects, seniority 
or a direct drop in income, then com- 
pensation will be assessed according- 
ly. 

To generalize, it may be said that 
the executive will get the most out of 
a contract if he 
|—negotiates it on taking up an 
appointment which he considers 
will see him through to retirement 
—is prepared to take up that ap- 
pointment at a relatively early age 
to make sure of his bargaining 
power; 
3—insists on a _ contract befor 

accepting the job; 
4—extracts as long-term a servicc 

agreement as possible, and write 
in suitable provision for pensio! 
and other benefits. EN 
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Speed in inter depart mental communication 

is the keynote of efficiency. The installation of a 
Reliance Private Automatic Telephone System 
soon establishes that at mosphe re of orderly 
activity so essential to smooth business 
organization. The more your business grows 

the more telephones you will need. So make 
sure vour telephone system is flexible. For 
preference select the Reliance PX.5100 P.A.X 
It can be equipped initially for a few extensions 
and can be extended quickly —easily—when 
and where required Complete installations 
supplied on rental with efficient maintenance 
service, Saving capital outlay. We shall 


be pleased to send you full details. 


THE RELIANCE TELEPHONE COMPANY LIMITED 


(A Subsidiary of the General Electric Company Limited) 


43-47 PARKER STREET, KINGSWAY, LONDON, W.C.2. 


Telephone: CH Ancery 5341 (P.B.X.) Branches throughout the United Kingdom 


INTERNAL TELEPHONES TAFF LOCATION MUSI¢ FOR INDUSTRY 











with accumulating 
register and credit balance 





Calculating register 
Accumulating register 


Capacity £99,999,999 19. 11. _—/redit Balance 
Simplified keyboard 


The accumulating register saves a lot of 


THE NEW 
500 class 


a 





nae - as with time and greatly simplifies calculation 
eon work in cases where it is necessary to 

ie have Sub-Totals and Grand Totals of 

the Oe, n earlier totals—both negative and positive 
i hoar ard! insert 4. —for example, when checking disburse- 


ments or invoices, compiling statistics 
ee etc. With the Addo-X Class 500, fitted 
For Full Colour Leaflet write to: with an accumulating register which 


automatically adds these totals, there is 
no need to make any additional calcula- 
tion otherwise necessary to compute the 
Grand Total. 


ww: SS BRe ee eS Be Me ER en 
BULMERS (CALCULATORS) LTD - EMPIRE HOUSE - ST. MARTINS-LE-GRAND - E.C.1 - MON. 979! 


92 BUSINESS 





MAW] 


SSW Ae WORK 


IDEAS AND ACTIONS OF PROGRESSIVE FIRMS 


Better letters pay 
bigger dividends 


APPROXIMATELY 85,000 DOLLARS (£31,000) a year is 
being saved by a correspondence efficiency programme 
which Mutual of New York, a U.S. insurance company, 
set in motion some years ago. 

Mutual started by calling in a consultant. He studied: 

what happened to enquiries; 
the contents of replies. 

He found waste occurred because letters to clients 
used insurance terminology, and needed follow-up 
letters to explain what they meant. So shorter, clearer 
and more friendly letters were suggested. Letter manu- 
als giving suggested paragraph wording were adapted 
for various departments. Letter ‘clinics’ were held to 
check on outgoing mail. 

Typical result: ‘Dear Sir, It is a pleasure to explain 
our charge for... .” instead of the weighty *.. . We 
notice from your recent letter that you do not under- 
stand why we charge... . ° 

A record was made of the time it took for letters to 
be answered. Investigation in one section revealed that 
less than 60 per cent of the replies were handled within 
three days. This turned out to be the fault of another 
department which was slow in passing on necessary 
information. 

Although Mutual's business has greatly expanded 
since the better letters programme started, they are 
now writing fewer letters. Typical before-and-after 
figures: 177,379 against 175,943 a year. 


Fifty-year-old suggestion 
scheme still pays off 


THOUSANDS OF POUNDS have been paid to employees as 
rewards since Kalamazoo Ltd., Birmingham, began their 
suggestion scheme in 1908. What has kept this scheme 
alive while others have flagged? Here are its salient 
points: 

1—Top management take an active interest in the 

scheme. 

2—Alll suggestions receive swift acknowledgment and 
a fuller reply is sent within 14 days. 
3—Anonymity of the suggester is guaranteed. 
4—A clear set of rules regulates the scheme. 
5—Copies of each suggestion and its reply are pin- 
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ned to a notice-board so that everyone can see what 
has been suggested and what action has been taken. 

The company estimate that one-third of their em- 
ployees are active suggesters. 
age about 1,000 a year. 


Total suggestions aver- 


Mobile showroom wins 
Continental orders 


A MOTORIZED ATTACK On Continental markets was 
made earlier this year by Millard Brothers Ltd., makers 
of sports equipment. They sent a caravan hauled by 
a Landrover to the Benelux countries to sell direct to 


retailers. The company were able to canvass for 


customers effectively by undertaking to handle delivery 
and customs matters and quoting all-inclusive prices. 

The caravan had already covered thousands of miles 
in the U.K. It went abroad to fight foreign competition 
in the Common Market, and to ensure that whether or 
not the British idea of a Free Trade Area becomes a 
reality, the company will hold their own. 


Scientific handling reduced 
injuries by 75 per cent 


Since 1950 the figures for strain injuries sustained in 
handling and moving materials have dropped by 75 
per cent in L.C.1."s Nobel division. Reason for this ts 
largely the adoption of ‘kinetic’ handling methods. 
The basic idea is to make physical labour in hand- 
ling less exhausting and injurious by the proper use of 
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timing, rhythm and body weight by substituting 
science for brute force. 

The Ardeer factory of the Nobel division began by 
engaging a physiotherapist to introduce kinetic training. 
First, each operation was studied and new systems of 
handling, founded on kinetic principles, were evolved. 
Second, the physiotherapist set about training employ- 
ees in the new methods. 

Classes and demonstrations were held to explain that 
kinetics reduce the chance of sudden jerks and prevent 
long-term cumulative strain due to wrong muscular 
habits. 


How to make 
the most of coal 


LARGE ECONOMIES resulted when N. Corah (St. Mar- 
garet) Ltd. pushed through a fuel conservation pro- 
gramme. This is what they did: 

>Three Lancashire boilers fed by chain grate stokers 
were installed. Previously 54lb. of steam were raised 
for each pound of coal; now 7b. are raised. 

PSteam is used to generate electricity before it goes 
to the processing departments, lowering the pressure 
to the level required there. Up to the end of last year, 
the company had produced 1,300,000 kilowatts—about 
45 per cent of their electricity consumption and worth 
£7,000. 

PA 10-in. ring main which steam-heats all depart- 
ments is used as a reservoir to be drawn on during 
periods of peak demand by the processing departments, 
and so avoids overstraining the boilers. 

pPDuring periods of low demand steam is still raised 
to generate electricity, and is then diverted to thermal 
storage tanks where water is heated for the dye house 
and wash house—so the steam is still productive. 

N. Corah are now using twice the steam they did in 
1946. But because of increased efficiency, coal con- 
sumption has gone up only one-third. 


They seek inventions to 
boost export trade 


A SEARCH for original inventions which can be exploited 
for the export market is being made by Freeman, 
Taylor Machines Ltd., of Syston, Leicester, textile and 
general engineers and specialists in stainless steel plant. 

A national competition has been launched by the 
firm; its aim is to find inventions which they can 


manufacture and market overseas. The winner will 
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SALESMEN LEARN FROM 
ANIMATED GRAPH 


To drive home to their representatives the comple- 
mentary roles of publicity and direct selling, Wolf 
Electric Tools Ltd. thought up this gimmick. Assistant 
fixes six segments to the sales chart while publicity 
manager explains that these represent aspects of pub- 
licity work: advertising campaign, display material, 
sales literature, retailer training, general publicity and 
dealer service. Together, they form a gear wheel. 
“What makes it rotate?"’ asks the lecturer. Answer: 
“You, the sales force—or rather us, salesmen and head 
office staff together."’ Lecturer then switches on an 
electric motor which drives the wheels and pulls up a 
strip of coloured cloth from a slot in the board 


making the graph leap up. 


receive a prize of one hundred guineas and a royalty) 
Royalties and cash awards will also be paid to runners 
up whose inventions are acceptable. 

“We are convinced there is an untapped wealth « 
inventive genius in this country which is never put 
harness and never finds an outlet,” says the firn 
managing director. 

Any kind of invention is eligible for the competitio 
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though the work must meet a universal need and be 
‘down-to-earth.’ Preference will be given to inventions 
connected with engineering, but the company are pre- 
pared to consider any suggestions other than the 
manufacture of articles concerning clothes and food. 


Road-air service 
cuts transport costs 


AN AIRFREIGHT SERVICE is now being employed by 
Massey-Ferguson Ltd. to ship tractor and agricultural 
implement spares to their associated company in Paris. 
They find that it is cheaper as well as faster than sea 
freight. 

This is one result of a re-examination of their trans- 
port methods in the light of Common Market develop- 
ments. 

Previously the spares went by road from Manchester 
to Hull, then by sea to France. The journey took at 
least eight days. 

Now the Silver City Roadair service takes them to 
Lydd, Kent, by road: to Le Touquet by air: and to 
Paris by road again. Warehouse-to-warehouse time is 
72 hours. 

Savings in transport costs—taking packaging into 
consideration—is about £4 per ton. 


New British Standards 


HE Ringelmann Chart (known as B.S. 2742C) 
enables a visual assessment to be made of smoke 
from industrial chimneys. 

The chart consists of five squares, printed on white 
board, ranging from No. 0 (left white to indicate ‘no 
smoke’) up to No. 4 (criss-crossed with thick, black 
lines to simulate black smoke). In practice the density 
of smoke emitted from a chimney is estimated by 
comparing the smoke with a Ringelmann chart held at 
such a distance that the black lines on the chart seem 
to merge with the white background, producing an 
apparently uniform shade of grey. A separate stand- 
ard, Notes on the use of the Ringelmann chart (B.S. 
2742) has also been issued. 

Three published British Standards are now being 
followed in the manufacture and use of smoke alarms 
and indicators. They are B.S. 2740, Simple smoke 
alarms and alarm metering devices; B.S. 2811, Smoke 
density indicators and recorders; and B.S. 2741, Simple 
smoke viewers. 

Mechanical ventilation and air conditioning in build- 
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How they put pep into 
overseas distributors 


A SALES CONVENTION to thrash out overseas sales policy 
is held once every four years by Steels Engineering 
Products Ltd. Recently, 63 European and Common- 
wealth distributors of the company’s cranes spent a 
week in Scarborough receiving a vigorous briefing 

Over 50 per cent of the company’s production is 
exported. These conventions help Steels to maintain 
personal contact with their distributors’ representatives 
and to hear about their problems. 

At the same time, by means of lectures, discussions, 
demonstrations and technical instruction, the company 
drive home to them how to sell more cranes. They 
demonstrate selling methods for tough markets, how 
to beat competition and how to develop territories 


ings (C.P. 352) deals firstly with general matters, then 
considers in detail fans, motors and starting gear; al 
heaters; air distribution system; air cleaning devices 
thermal insulation; sound proofing and anti-vibration 
devices; temperature and humidity controls; and cool- 
ing and dehumidification. 

B.S. 2960 Dimensions of 3-phase electric motors, with 
ventilated enclosures ensures complete mechanical inter- 
changeability of motors of different make. It extends 
the application of standard dimensions, established in 
B.S. 2083 for totally enclosed fan-cooled motors, to 
electric motors with enclosures of the screen-protected 
and drip-proof types, thus covering a very large pro- 
portion of all industrial motors. 

B.S. 2960 breaks new ground in the introduction o! 
standard dimensioned motors using the recently deve! 
oped Class E insulating materials. This means th: 
for a given horsepower output, motors to the nm 
standard will be appreciably smaller and lighter t! 
the previously non-standardized motors of this t 
which used Class A insulation. 
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Our office almost takes care of itself 


. Since we invested in Bradma. 


The Bradma System of automatic print 


ing so.ves ali the problems 
of routine paperwork—whether of payrolls, mailing, invoicing, ete. in the 
office ; or of production control in the tactory 


Bradma is extreme 


method. There 


flexible and fits into any existing offi 
machines designed tor every type and sca 


are Bradma 
le of application—and all 
ire fast, accurate and easy tc operate. For further details of how Bradma 


can solve your paperwork problems, contact Adrema Ltd., Telford Way 


London, W.3. SHEpherds Bush 
She The power-o 





perated BUCKINGHAM, Bradma s all purpose, heavy-duty model ; ae 
designed for high-output systems printing and listing work means business 
BUSINE 
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Battle-drill for Export Sales Executives—4 








How to Select and Develop 


Your Overseas Agents 


HE functions of importing 
agents vary widely. An agent 
may import and sell direct to 
the consumer or to industry. He may 
import and sell direct to the whole- 
sale and retail trade, or he may 
merely watch the interests of your 
company without being concerned 
directly with imports or payments. 

Whatever his function, he is in a 
way a partner of your company, and 
should be treated as such. If he is in 
difficulties, he needs your help. If he 
has done well, he is entitled to your 
praise. If he has let the partnership 
down, he should be told so directly 
and firmly. 

Many firms prefer to export direct 
to industry or to the wholesale and 
retail trade; not because they grudge 
an agent his commission, but because 
so many agents take their commis- 
sion without contributing any effort 
towards the success of the product. 

A good representative, through his 
own enthusiasm and example, will 
make an indifferent agent productive. 
To take the agency from one man to 
give it to another, without having 
made a determined attempt to get 
better results, can do more harm than 
good. In the first place, a change of 
importing agent is a poor advertise- 
ment for your product. Secondly, an 
active enemy can do more harm than 
an ineffective ally. 

However, when you are in the 


@ Beware of those who seek agencies in order 
to shut out their competitors 


@ When necessary, go out into the market 
yourself to show how well your 


products can be sold 


@ Take full account of rising national aspirations 
when making an appointment 


by W. R. Mills 


position of having to select an agent, 
your company’s future in the country 
may stand or fall by your choice. 
These are the most 
qualifications to look for: 


important 


> The agency must have a record of 
fair dealing and integrity; must be 
influential and of good national 
standing; must be well capitalized 
and efficiently run, with the necessary 
entree into the outlets, through which 
you wish to distribute your products. 


> It should not be carrying too 
many other agencies, especially those 
directly competitive to your com- 
pany, or your product will not get the 
attention it deserves. 

Beware of individuals and com- 
panies who strive to acquire agencies 


merely to shut out their competitors 
They rarely prosecute an agency 
actively once it has been acquired. 

Your agent should share your en- 
thusiasm for your product. If he is 
only lukewarm, go out into the mar- 
ket yourself and collect orders on his 
behalf—to convince him of the po- 
tential. 

If your company has been export- 
ing for some years, the chances are 
that you will be dealing with existing 
agencies. And however effective they 
are, it is your duty to ensure that as 
the result of your visit, they are more 
able and determined to market your 
product. 

Mentally place yourself in your 
agent’s position. Consider his diffi- 
culties and think out the remedies 


Continued on page 139 
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Your silent salesman... 


a letter heading which breathes the spirit of a 
well-ordered business, which by quality of print and 


character of paper inspires a sense of confidence 
and trust. 


Your printer is well qualified to advise and design 


and can show you a range of Britain’s fine Rag 
Papers in an interesting Book entitled 


“Behind the Symbol.” 


Ask to see it before re-ordering—it will probably 


give you some new ideas about paper! 


THE SYMBOL OF DISTINCTIVE PAPERS 





Ask your printer to show you this book 
when selecting your office stationery 
LONDON, E.C.2 


119 FINSBURY PAVEMENT, 
9 


ISSUED BY THE BRITISH STATIONERY COUNCIL BALFOUR HOUSE 
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PARKINSON'S LAW or The Pursuii of 


Progress by (¢ Northcote Parkinson 
(John Murray) 12s. 6d. net, 13s. 3d 
post paid. In this age of news and news 
forecasts, where “the facts” are being 


hammered at us all the time, the literary 
And 


yet, there are some fields in which it has 


weapon of satire is sadly negle -ted 


advantages over stra‘ght 
factual One ol 
administrative principles 
Anyone 
list ot 
practices, if he prefers that name—wil 
find putting 
half-truths and platitudes of which he ts 
likely to be thoroughly ashamed. And 
there will be so many possible exceptions 
and 


tremendous 
description these is 


who sits down to compil 


administrative principles 


himself together a set of 


variations to everything he writes, 
that he ts left wide open to criticism 
But put the same material into satirical 
form, where he is obviously writing with 
in his cheek, lightly exag- 
and make-believing to drive 
home his points—then it becomes both 


more real and more thought-provoking 


his tongue 


gerating 


Professor Parkinson's book is “must” 
reading for every administrator, in 
business or elsewhere. One does not 


for example, find it easy to flaw or to 
substantiate his law of growth of sub- 


ordinate staffs. But his satirical study of 


this subject will cause every reader to 
pause and consider whether the latest 
addition to his own “empire” was really 


study of 


And 


the manner in which boards, committees 


justified his humorous 


coupon below: 


ORDER FORM 


| enclose remittance € 


Name 


Address 


ind councils grow in membership until 
they become inetiective and decisions 
have » be taken | an inner group 
provides a mucl eeded jolt to every 
co ittee-n 


PROSPERITY 
TITION by Ludwig 


and Hudson) 25s 


THROUGH COMPE- 
Erhard 


net, 26s 


(Thames 
3d post paid 


The author, who is Vice-Chancellor and 


Minister of Economic Affairs of the 
German Federal Republic, tells the 
story of how, by ‘letting the reople 


free’ and abandoning economic controls 


after the currency reform cf 1948, tre- 
mendous recover has taken place and 
prosperity created, with the result that 
Germany's foreign trade position and 


reserves are now stronger than Britain's 
He goes on from propounding his tirm 
belief in free enterprise and competition 
for the German home market, to stating 
belrets international 
particularly 


for trade, 
for the 


prov ided 


similar 


and his support 


Market, 


the latter remains a genuine arrangement 


European Common 


for creating a vast free market area, and 
does not become a bureaucratic institu 
tion for controlling and re: tricting trade 


Dr. Erhard is in the happy 


a philosophy which he has 


position ol 
expounding 


shown can work 


HOW TO DEVELOP SUCCESSFUI 
SALESMEN by K. B. Haas (McGraw 
Hill) 46s. 6d. net, 48s paid. As 


there are no peerages and knighthoods 


post 


BUSINESS Readers’ Book Service 


Orders are dealt with and posted to you within 48 hours. 
If you are not near a bookshop, BUSINESS will obtain for 
you any of the books reviewed here. Just send a remittance 
for the full, post paid price, together with the completed 


Business Readers’ Book Service 
109-119 Waterloo Road, London, S.E.1 
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in the United States, academic title 


as Protessor, count for far 


Britain. On this side of the Atlar 
rare for a leading businessma 
into academic life. In North A 
iS more commen. The autho 


book ts the former national sales 


of Montgomery Ward, and he 
chairman of the Department of M 
ing at Lovola Universit He has 

a most practical and readable book 


how to develop the sales staff of 


or medium-sized company into a toy 


selling organization 


THE LEGAI 
ESS by H.R 


17s. post paid 


ASPECTS OF BLSI 


t 


Light (Pitmar) I¢ 





Filth editio 


text toat covers toe nmeecs I Dd 
students sitting for the exams 
bodies as the Institute ol B 
Society of Incorporated Ac 
Chartered Institute of Secretaric 
tute of Industrial Administrati 


ited Sales Managers’ A 


the Incorpor 


MODERN APPRENTICESHIP 


Gs Beverstock (C lassi Public 

10s. 64. net IIs td. post 1 

reasonably brief but thoroug! 

ol the difierent sO Ippre 
crait, tecnni Student, st 

mercial and clerical, and the 

available for par‘i ipating in them. A 

other educats fact S close 

ted to the neecs ol pprentt 

described 


WORK MEASUREMENT AND IS 
CENTIVES by D. G. Lintern and R 
S. Curtis (Pitman) 25s. net, 26s 
paid A new student text which 


motion study, its principles and ar 


materials handling and activity 


pling: fatigue studies and human 
lems; time study: incentive syste 
job evaluation; merit rating: and 


determined times 


CLASSROOMS IN THE FACTORIES 
by H. F. Clark and H. S. Sloan (Ass« 

ciated College Presses) 27s. 6d. ne 

28s. 6d Giv 
a survey made of the educational pr 

grammes of the 500 largest American 
industrial corporations. It found 
that 85 per cent were conducting educa 
tional activities of kind Two- 
thirds of conducted courses on 
their own premises, and also took ac 
vantage of outside facilities Another 
28 per cent ran internal courses but did 


post paid s the results of 


was 


some 


these 


{ 


not use outside facilities. 
The bulk of the book describes in 


general the different types of courses 


GUIDE TO MARINE INSURANCE 
by H. Keate and C. L. Stark (Pitman) 
15s. net, 15s. 9d. post paid. Twelfth 
edition of a standard text, with specia 
reference to policies on goods carried 
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Automatic equipment 


speeds up correspondence— 


without losing the 


personal touch 


ow Five Firms 


ut Routine 


ping Costs 


by Alan Collard 


F your business conforms to the 
general rule it has a lot of routine 
correspondence. By you 
have probably worked out a system 
of ‘form’ variable para- 
graphs which deal adequately with 
constantly recurring situations. The 
odds are though that you find it 
difficult—and expensive—to keep on 
top of the sheer weight of paper that 
this kind of work usually involves. 
In moments of escapism your mind 
has perhaps conjured up the image of 
some kind of supernatural being—the 
typist who only needs telling once, 
then types exactly what she has been 
told at two or three times the normal 
speed all day tiring; the 
typist who never tempera- 
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now 


letters o1 


without 
turns 


mental and never, never flits off to 
another job. 

Well, the ‘supernatural being’ 
exists. It is called the Auto-Typist. 
At work, it looks like a modern desk 
with a typewriter on it, the keys 
rattling away like mad all by them- 
selves. 

The businessman's type-dream is 
worked by air. The desk-like console 
houses a device like a pianola roll, a 
small electric motor, some bellows 
and a collection of rubber tubes. 
Perforations in the roll represent the 
keys and controls of a typewriter. 
As they pass over vents, they allow 
air to be drawn down the tubes to 
operate the controls at the other end. 

Two models take one letter (e.g. 


mail-order) per roll, one is semi- 
selective, two select from 30 sets of 
instructions, 50 and 
from 100. New rolls can be inserted 
in a matter of seconds 
instructions is represented by a but- 
ton on the control panel. All the 


operator has to do is press the but- 


one from one 


Each set of 


tons for the paragraphs she wants 
type in the address and salutation, 
press the ‘start’ button and wait for 
the letter to type itself. If it is neces- 
sary to include some variable infor- 
mation in otherwise standard 
paragraph, or a variable paragraph 


in an otherwise standard letter, ‘stop’ 


an 


instructions can either be cut into the 
roll at the appropriate point or fed in 
through the control panel during the 














For Electrolux, two Auto-Typists 





do work formerly done by four typists. 

The operators merely type the headings 
and salutations and pre-select certain 
standard paragraphs the rest is automatic. 
Executives no longer have to waste time 


on dictating and checking standard items. 





button-pushing phase. The 
standard matter is then manually 
typed, and the machine re-started to 
pick up its instructions where it left 
off. 

An automatic reverse mechanism 
enables the Auto-Typist to skip from 
one paragraph to another not only 
forwards but backwards as well. 

The 
from 


non- 


range of six machines cost 
£415 to £985. They can be 
linked up with any make of manual 
or electric typewriter. Firms which 
want to make their own rolls pay 
£165 for a perforator or £540 for a 
reperforator (which automatically 
produces duplicates of a master roll) 
for use where a battery of machines 
have to handle the same sets of in- 
the 
general run of customers, the British 


structions simultaneously. For 
distributors offer a perforating ser- 
vice, guaranteeing to send by re- 
turn of post the cut roll (£1 for 20 


102 


12-word, quarto-sheet lines) for the 
normal type of circular. 

So much for the machinery. What 
are its specific applications? Let's 
see how five firms are using it. 


Electrolux Ltd., manufacturers of 
refrigerators and other electrical 
appliances, have a considerable H.P. 
and credit business, which entails a 
large volume of direct standard cor- 
respondence with Prior to 
Christmas 1957, this was typed by 


users. 


four girls in the general typing pool: 
since then, it has been handled com- 
fortably by two girls operating two 
Auto-Typists. 

Their work starts when file copies 
of previous letters to customers are 
sent to them by the accounts depart- 
ment. The standard paragraphs to 
be used and any special information 
to be included are already marked up. 
On the basis of this information, the 


copies are sorted into batches so that 
the longest runs possible are obtained 
before fresh instructions have to be 
fed into the machines. 

The two machines cost Electrolux 
about £1,200. About £900 of tl 
will be recovered during the first yea! 
of operation merely by 
pay of two typists. At the same time 


saving the 
these girls have been released fo: 


more varied (and more interesting) 


work. Executives no longer wast 
time in dictating and subsequent!) 
checking standard items. The abso 
of the 


invisible 


ute accuracy machines als 


brings further savings 
time and money through eliminati 


of re-types. 


British and International Addres 
sing Ltd., a large direct mail firt 


bought their first Auto-Typist in 19 


to handle such office corresponde 


Continued on pa 
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VISIBLE 

CARD INDEX 

SYSTEMS 
play a vital part in sound management 


Records are the basis of your business. 
The more accessible they are, the more 
streamlined your business will be. 
Our visible card index systems are the 
product of over 40 years experience of 
office administration. Designed to keep pace with 
the increasing tempo of modern business, they are 
playing a vital part in sound management today. 
Our experience is at your disposal in the form of a 


completely free advisory service. 





Vistem Mobile Unit 


@ Machine and Hand Posted Records @ Purchasing @ Sales Records 
@ Sales, Purchase and Stores Ledgers @ Hire Purchase @ Order Progress 
@ Stock Control @ Credit Control @ Production Control 








Single-Pedescal Bizada Rotary 
Vistem Desk Strip index Single-Row Cabinet 


OF = We an OS Ge ot = Oe oe a= on oe Os i ee eo 1 oe 


SYSTEMS DIVISION, IDDESLEIGH HOUSE, CAXTON STREET, LONDON, S.W.1 Tel: ABBey 3675 Works: Sutton & Bath 
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In this day and age, the effects of 
fatigue, both physical and mental 
are not always appreciated until it 
brings in its wake ill health, ab- 
senteeism, and loss of production. 


TAN-SAD Posture Seating can 
combat and prevent fatigue before 
it becomes serious, giving as it does 
physical poise and through that 
mental alertness. 


Let us help you in your seating 
problems. 


Tan- Sad 


POSTURE CHAIRS 





MODEL V-1I2 
CLERICAL CHAIR 
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MODEL 
V-26 
DE-LUXE MODEL 


MODEL V-!I! 
SECRETARIAL CHAIR 


MODEL V-I4 
EXECUTIVE CHAIR 


THE TAN-SAD CHAIR CO. (1931) LTD. LINCOLN HOUSE, 296-302 HIGH HOLBORN, LONDON, W.C.I 
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Costly paperwork has been 
eliminated at source by 
setting up a microfilm unit 


in the orders ‘flowline’ 


Microfilm Streamlines 
Their Sales Records 








by A. J. BROCKBANK 


Claxo Laboratories Ltd 


S a business grows, so do 
the number of pieces of paper 
which as communica- 
tion between those employed in it and 
those outside it. 
There are two lines of attack which 
can be adopted in seeking to reduce 
costs in this sphere of activity: 


serve 


1—Careful study of the function of 
each piece of paper, to ensure 
that the size and design of the 
form calls for the minimum of 
effort in producing and handling 
it. 

2—The elimination of as 

and where possible, 


copies 
thus 
ducing not only initial costs but 


re- 


subsequent handling costs. 


While these lines of attack help 
considerably, there still remains a 
problem of document storage, which 
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tends to 
complex year by year. 


unfortunately grow more 

A successful method of reducing 
the storage problem has been devel- 
oped by Glaxo Laboratories Ltd., 
Greenford, Middx., who make ex- 
tensive use of microfilm for recording 
both home and 


details of sales in 


overseas markets. 


What their system has done is to: 


free valuable office for 
other purposes; 
enable the sales office's filing 
staff to be cut by about 75 per cent; 
produce net savings in the region 


of £3,000 a year. 


space 


The application in respect of home 
orders is the more interesting as it 
eliminates (1) the production of copy 
invoices for internal record purposes; 
and (2) the filing of orders received 





This has been ach- 
ieved by introducing into the order 
flow system a continuous recording 
microfilm camera, the orders being 
filmed either at the beginning or end 
of their passage through the docu- 
ment production department. 

The point at which they are filmed 


from customers. 


is chosen to ensure that they are 
available in numerical sequence, 
without the need for additional 


sorting. Consideration has also been 
paid to meeting certain other require- 
ments of the documentary 
which is based on the use of partially 
pre-punched cards used in associa- 
tion with an electronic calculator. 
Orders fall into two major groups, 
known within the organization as: 


system, 


Direct account orders. These are 


from customers with whom Glaxo 
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Customers’ orders are microfilmed (right) at a point in the processing sequence where no 
Requests for information on orders or invoices are 
Where necessary, copies are made from the micro- 


additional sorting is needed. Left: 
handied by a Queries Department. 
filmed records 














have accounts. Goods supplied to 
this group are therefore debited 
direct to the account of the custo- 
mer concerned. 


Indirect account orders. These are 
from retail chemists with 
the company have no account. 
Orders placed with Glaxo by such 
chemists are—following dispatch 
of goods by Glaxo—debited to a 
nominated wholesaler with whom 
the chemist has an account. Thus 
it is the wholesaler who collects 
payment. 

With the first group, the customer's 
order is used to prepare an invoice, 
which is subsequently used by the 
warehouse as the dispatch note, thus 


whom 


eliminating the need to prepare dis- 
patch notes as such. 

The method of documentation is 
by partially pre-punched cards, which 
carry data relating to product des- 
cription, discounted price, and pro- 
duct code. Into cards are 
punched the control number and 
quantity ordered, together with area 
and territory codes for subsequent 
analysis purposes. After punching, 
the cards are passed through an 
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these 


electronic calculator to calculate and 
punch into the appropriate field the 
invoice extension. Following this, a 
three-part invoice set is produced on 
a tabulator. 

At the same time as the invoice is 
printed, the summary card of the 
machine produces a ledger card for 
production of statements. Invoice 
sets are addressed by means of an 
embossed plate, this plate being also 
used to produce any required labels 
and to address any required consign- 
ment notes. 


Microfilming takes place after the 
orders have been through the editing 
process prior to handling by the 
Card Library Section. The order is 
numbered, and a control sheet is also 
stamped with this number. Orders 
are then passed through the micro- 
film camera, thus creating a perma- 
nent record of each order, together 
with any amendments made by the 
order clerks. This is an important 
point, as the Card Library Section 
follow instructions given by the 
Order Clerks Section and not those 
given by the customer. Each control 


sheet carries at the head the film 


number, together with date and tir 
of the operation, so that it is possible 
to pin-point when an order actu: 
passed this recording point 


With indirect account orders, |! 
method of documentation is basica! 
the same, except that: 

a two-part dispatch note is pre 
duced, not a priced and extended 
three-pert invoice set; 

following editing, orders ar 

passed direct to the Card Libra: 
Section; 

the control number is adde 

after production of the dispatc 

note sets, and just prior to release 
of completed document and labe 
to the warehouse. 

It should be 
number is added to the complete 
dispatch note set, as well as to the 
order and the control 
practice saves punching a five-figu 
control number into the punche 
cards, and thus considerably spee« 


noted the cont 


sheet. TI 


up the processing of indirect orde 
as well as getting the orders int 
numerical sequence without sortin 
After the control number has be« 
added, orders are passed back 


BUSINES 








I'm twice the girl with Japa Ritan 











At least, that’s what my boss tells me. Since Ti pe-Riter was installed 
I get through twice the amount of work. Why? Because with Tape-Rite: 
there’s no waiting to take down letters; no lost trains of thought 
no fiddling with discs, tape reels or recording sleeves 
just straight on the machine for me to type. And with Tape-Riter my boss 
dictates at his speed and I can type at mine and right first time 
Of course, the Tape-Riter people really scored in our Typing pool 
They installed a centralised automatic system that stepped up our typing output 
from the word go-and with no extra staff. Why don’t you have a word 
with the Tape-Riter people today? Their Mr. Simp3on will be glad 
to arrange for an executive to discuss your problem 
The telephone number is HY De Park 8292: 








Japa Ritan 


for last word efficiency 








HARTLEY ELECTROMOTIVES LTD - TAPE-RITER DIVISION - CAMP BIRD HOUSE - DOVER STREET - LONDON - W.1 A CAMP BIRD COMPANY 
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OZALID 


BUSINESS SYSTEMS 


OZALID COMPANY LIMITED 
62 London Wall, London, E.C.2 
Tel. NATional 0551 
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make a note 


of these figures 


Miss Jones 


50% 
40% 
60% 
30% 


Saving on invoice pro- 
duction with quicker 
and more efficient 
distribution. 


Increased efficiency on 
Sales order procedure 
giving better produc- 
tion control. 


Saving on remittance 
advice procedure with 
a streamlined ledger 
system. 


Saving on Statement 
production and _ the 
elimination of end of 
month peak. 


. Ozalid Business Systems have 
achieved savings like this in many organ- 
isations. Their new booklet on “‘State- 
ment Production” gives the fullest details 
of one of the many applications. Ft will 
show you clearly how you can benefit by 


calling in Ozalid. 








THE OZALID LITE-RITER 





This compact little 
copier is one of the very 
large range of machines 
covering every office 
copying and Ozalid 
Systems requirement 
It combines printing 
and Dry developing in 
one small unit. 
Leaflets on request. 
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folders to the for 
filming. 

After documentation, all orders are 
returned to the Order Clerks Section, 
which records the control number for 
cross-reference purposes, and such 
other data as is required on the cus- 
tomers’ record cards. 

This work is normally proceeding 
while the film is being processed, 
orders being handled through the 
section in batches by film number. 
After recording, they are held until 
the film has been received back and 
checked as being free from either 
camera or processing faults. Then 


camera point 


they are released to salvage. 


The invoice set for direct account 
customers consists of three parts: an 
invoice, an advice note, and a copy 
for the sales representative. The 
representative's copy is detached 
from the set after the addressing 
Stage and posted to him. Parts | and 
2 are used by the warehouse and 
transport office in connection with 
the assembly and movement of 
goods. In the case of dispatch by 
post, the advice note is included with 
the goods; otherwise, the practice 
varies according to the method of 
dispatch. 

The invoices, after dispatch details 
have been recorded on them, are 
returned by the factory to the office, 
where they are sorted into numerical 
sequence by the control section. The 
date of receipt from the warehouse is 
then stamped in the control register, 
after which they are passed to the 
camera point for filming. 

After microfilming, all invoices on 
the same roll of film are placed in a 
folder bearing the film number. The 
film number is also recorded against 
the invoice number on the control 
sheet. 

Invoices are then passed to the 
punched card section, where the ledger 
and commodity cards from which 
they were produced are completed by 
punching in account folio and date of 
dispatch. Cards are then released to 
central accounts, while invoices are 
sent back to the control section to be 
held until the film has been returned 
from processing and checked that it is 
satisfactory. Following this, invoices 
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Reference to the microfilm records has proved to be 
as quick as—or even quicker than—reference under 
the old system, whereby sales documents were filed 
in either suspended or lever-arch files. 


The introduction of microfilming resulted in the filing 
section of the sales department being reduced from 
11 full-time and two part-time clerks to three full- 


time clerks. 





are released to the post department 
for dispatch to customers. 

With indirect account customers, 
there is a difierent invoicing pro- 
cedure. When dispatch notes are 
received back from the warehouse, 
their return is recorded on the con- 
trol sheets and they are then sorted 
according to wholesaler, their con- 
tents summarized and a consolidated 
invoice created for each group of 
dispatches. When the invoices cover- 
ing each group of dispatches have 
been prepared, the documents are 
microfilmed in the sequence: (a) 
summary sheet, (b) invoice, and (c) 
individual dispatch notes. 

Following microfilming, the 
voices and dispatch notes are collated, 
placed in folders bearing the film 
number, and passed to the control 
section for the film number to be 
entered against the document number 
of both invoices and dispatch notes. 

They are then held pending return 
of the processed film. When this has 
been checked, the documents are sent 
to the post department for clearance. 


in- 


Dealing with queries. With micro- 
filming, reference to the film records 
has proved to be as quick as, or even 
quicker than, reference under the old 
system, whereby orders were filed 
alphabetically in suspended files and 
copy invoices and dispatch 
were filed in numerical sequence in 
lever-arch files. 

A Queries Section was created, 
however, when microfilm was intro- 
duced because it was considered that 
such a unit offered a number of ad- 
operates as follows. 


notes 


vantages. It 


Requests for information regarding 
invoices or orders are indicated either 
on the customer's original letter, or in 
some other convenient form. The 
queries clerks then seek the answer 
to the query, where necessary making 
a copy of the invoice, which is then 
used as an instruction document for 
any subsequent action. 


Pros and cons. Before microfilm 
introduced, the central filing 
department of the home sales division 
contained 45 quarto filing cabinets, 

with 800 transfer 
In addition, 400 lever-arch 
files were in use in the home sales 
division and the accounts depart- 
ment. 

Following the change, the number 
of filing cabinets was reduced to 
seven, while the number of transfer 
boxes and lever-arch needed 
became negligible. This change re- 
sulted in the staff in the filing section of 
the sales office being reduced from \\ 


was 


together 
boxes. 


some 


files 


full-time and two part-time clerks, to 
three full-time clerks. 

Microfilming has complicated the 
work of the auditors to some extent. 
Moreover, to trace the history of a 
customer's relations with the com- 
pany, it is necessary to refer to his file 
for his correspondence, to his record 
card for details of his purchases, and 
to various rolls of microfilm for his 
orders. But in some six years’ ex- 
perience, these disadvantages have 
proved of relatively minor import- 
ance, particularly when set against 
the valuable office space for 
other purposes and net savings of the 
order of £3,000 per annum. END 


freed 
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A batch production firm have ingeniously 


tied a priority order system into one which 


automatically maintains stocks at the right level 





How to Match 


Production and 





by G. R. Lampton 


N ingenious system devised by 
themselves enables a_ Bir- 
mingham company to match 

production and stocks closely to 
demand. Flexibility is its outstanding 
feature. 

The company are Charles Winn 
and Co. Ltd., makers of a wide range 
of iron, steel and non-ferrous valves 
and fittings. Substantial 
these are heating and plumbing con- 
tractors, whose activities are appreci- 
ably governed by seasonal and other 
factors causing sudden change in 
demand for the company’s products. 

The system is based on batch pro- 


duction, with production control 
which takes immediate account of 
sudden changes in demand and 
110 


users of 


establishes production priorities ac- 
cordingly. The combined result is 
that the customer rarely has to wait 
for any line that is normally carried 
in stock—and most running lines are. 

Apart from stocks of the finished 
products, Winns carry substantial 
stocks, both of component parts and 
These 
pletely controlled, via the system, by 


of raw materials. are com- 
the control that is exercised over the 
the 


‘stocking’ and ‘re-ordering’ 


finished product, and system 
enables 
levels to be quickly and frequentl) 
varied to meet varying demands. 
Even sudden demands for abnor- 
mal quantities are accommodated 
within the system with little, if any, 


dislocation of production, due to the 


Stocks to Demand 


‘cushion’ of stocks carried at eac! 
stage of manufacture and to the pro 


duction priority system. 


Stock levels for each item are 
determined by a simple mathematica 


equation. 

The production programme is c& 
termined by: 

1—The stocking level accorded to 

each item. 

2—The system of priorities. 

The control of the finished produc 
and, through that, of the whole of t! 
stock carried, 
sales side of the business, the ultima! 


is exercised by t 


say resting with the sales director 
Each sales department advises h 
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wherever top management meets 


the conversation invariably leads to the perennial problem of saving 
time and cutting costs. In most organisations there is a case for 


economy in documentation. 


Britain’s leading Business Forms Consultants, LAMSON PARAGON 
LTD., will put three-quarters-of-a-century’s experience to use in 
designing a method of minimising the amount of paper work necessary 


to any business. 


LAMSON PARAGON’ BUSINESS 


SYSTEM SURVEY with relevant specimen forms covering any of 


We invite you to see a 


the key operations of business listed. Please indicate your particular 


interest by a tick in the appropriate box or boxes. 


Lamson Paragon Ltd 


PARAGON WORKS, LONDON, E.16 


Telephone: ALBert Dock 3232 
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BUYING 

STORES CONTROL 
MANUPACTURING 
SELLING 
DELIVERY 
INVOICING 
CREDIT 


SETTLEMENT 


Attach the enquiry form to your letter 


head or business card 


Specialist Divisions im 
CONTINUOUS FORM-FEED for 
Punched Card A anntir Machine 


Computer Output Ler 


fceounting M 
AUTOGRAPHIC REGISTERS 
Handwr Continuous t 
CARBON COPY and LOOSE LEAT 


BOOKS and SYSTEMS 
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etween the three of us, 


THIS OFFICE WORKS PERFECTLY 


Until we got our Time-Master, I never realised just how 
inefficient we must have been. 

Take dictation, for example. We were always being 
interrupted by the phone, or visitors, or urgent 
appointments. Wonder it didn’t drive Miss Rodgers mad! 


‘Time-Master changed all that. Now I dictate on to 
those wonderful little Dictabelts and she types them out 





at her own pace. I use Dictabelts for memos and notes The Di 
too. I estimate ‘Time- Master saves me an hour’s routine why Dictaphone ‘Time-Master far 


work a day. 


tabelt record—main reason 


outsells all other dictating machine 


You cannot know all the advantages of owning a NOTHING CAN COMPARE WITH 
Dictaphone Time-Master until you've lived with it for 


a week. Try it—free. Write to Dictaphone Co. Ltd., DICTAPHON E 


17-19 Stratford Place, London W.1. Sales and Ser- 


vice in 68 Countries. TIME-MASTER 
The words DICTAPHONE, TIME-MASTER, and DICTABELT are registered trade marks 


DICTAPHONE ALSO MANUFACTURE TELECORD—WORLD’S FINEST NETWORK DICTATION SYSTEM 
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A system of equations is used for calculating monthly 


the correct re-ordering levels and quantities 


of their ‘orders expectation’ for the 
coming month—stating this as a 
fraction of the total orders received 
during the preceding 12 months. If 
he agrees, this figure is used to con- 
trol the operation of the system for 
the coming month. 


The equations for control of the 
stocking system are: 
RL = CMED ~— (CMED « MM) 
RQ = RL += (CMED « MM) — AS 
where: 
RL = Re-ordering level 
RQ Re-ordering quantity 
CMED Current month's expected 
demands 
Months to manufacture 
Available stock (that is, the 
stock that will be available after 
outstanding demands (if any) have 
been met and outstanding stock 
replacement orders have been 
executed) 


MM 
AS 


F The equations contain two vari- 
ables: First, the current month’s 
expected demands; second, the 
‘months to manufacture’. 
Estimation of ‘months to manu- 
facture’ is left with those in charge of 
the departments responsible for put- 
ting the orders on the works: the 
warehouse, for finished goods: the 
stores, for component parts. The 
same system is used by the stores to 


control the inflow of raw materials, 
the time for delivery being estimated 
here too. The estimation of the ware- 
house and stores is based (1) 
actual times for manufacture of each 
item as shown by their records; and 
(2) any known circumstances likely 
to vary this time. In practice, there is 
little difficulty in arriving at a reason- 
ably accurate estimate of ‘months to 
manufacture’. 

The ‘production priority’ system 
takes charge of unexpected demands. 
Priorities are accorded by means of 
‘preference’ and ‘hurry’ books and 
‘hurry’ lists. 

An entry (of the Order No.) is 
made in the warehouse or stores 
‘preference’ book when the stock 
level of the item concerned drops to 
an estimated two months’ supply 
calculated on the CMED basis current 
at the time. If the stock level drops to 
an estimated one month's supply on 
the same basis, the Order No. is 
entered in the relevant ‘hurry’ book. 
Thereafter priorities are accorded, 
by ‘starring’, in the following man- 
ner: 


on 


1 star where the stock level drops 
to nil; 


2 stars if the stock is nil and there 


are Outstanding demands; 


3 stars if a promise (for 
quantity) has been given to a 
customer ; 


any 


4 stars if such a promise has been 
given and broken. 


‘Stars’ are advised by means of 


‘hurry’ lists. 


Above these priorities are two 
others: priority ‘B’, accorded by the 
sales departments to orders within 
their own section, and priority *A’ 
accorded only by the managing direc- 
tor or his deputy and overriding all 
other priorities. (This priority 1s 
rarely used). 

Thus within certain limits the pro- 
duction programme, as laid down 
initially can be varied considerably. 

The qualification ‘within certain 
limits’ is necessary because factors 
other than priority enter into the 
matter. In effect, the production pro- 
gramme actually worked to is a com- 
promise between all the factors in- 
volved. 

Whatever demands, expected or 
unexpected, are made on the com- 


Priorities are accorded by means of preference and 


hurry books and starred hurry lists 
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pany, stocks in general are main- 
tained at adequate levels. In other 
words, the company’s production 
facilities are used continuously for 
producing what is wanted. Hence, 
there is little, if any, overstocking, 
even when (as sometimes happens) 
the demand for a particular item falls 
off. 

There is also the quickest possible 
replacement of stocks of items that 
are called for, to whatever extent they 
may be required. 

The work of Production Control is 
naturally not easy, but the result is to 
render maximum service to the cus- 
tomer. In the field in which Winns 
operate to such a large extent, such 
service is invaluable. 


How the System Works 


Two record cards (of the visible- 
edge type) are kept for each item 
stocked: 


The stock level card records for 
each past month, up to a maximum 
of three years, the issues of that item 
from the warehouse or stores (as the 


A NEW MODEL 
TYPISTS’ DESK 


This desk has been designed for efficiency with 


long service at low cost. 


It is soundly constructed from selected well- 
seasoned timber and is available in light or medium 


oak finish. 
The top size is 3’-6” x 2 
high 


0” and the desk is 28” 
a convenient height for typing or writing. 
The unit is fitted with three box drawers and a pull- 
out reference slide at the top of the pedestal. 


case may be). There is also a column 
for entering the fraction of the last 12 
months’ demands which is expected 
to be required in the next month. 
Thus the clerk entering up the card 
can calculate the current month's 
expected demands, and in the subse- 
quent columns, show both the re- 
ordering and the maximum 
level. ' 


level 


The stock movement card records 
movements of stock, both in and out, 
and the balance remaining. The 
right-hand column of this card re- 


ARE BONUS 
INCENTIVES 
WORTHWHILE ? 


Read the special 
‘BUSINESS’ report 
on page 66 





cords the current re-ordering leve 
a constant check for the clerk ent 
ing up the card. A middle group 
columns records the demands a 
the available stock balance aft 
meeting them. Thus, if the availab 
stock balance is 96, and a demand 
received for 40, then the balance | 
reduced to 56. If the re-ordering 
level is 72, then the available balance 
after meeting the demand will bx 
below this level; so re-ordering must 
be done, the quantity 
being determined by 
described above. 
Columns on the left-hand side of 
the 


re-ordered 


the equation 


stock movement card record 

the orders placed with the pro- 
duction departments by the 
house or stores, to keep their stocks 


up-to-date; 


ware 


the receipt of items under these 
orders; 


quantities actually issued: 


the physical stock balance re- 
sulting from movements in and out 


This physical stock balance must 





No. 5202 102 


Please ask for details of the complete range of 
Arclight and Contemporary Fine Furniture 


E. N. MASON & SONS LTD. 


ARCLIGHT WORKS, COLCHESTER. Tel: Colchester 5191 


MIDLAND BRANCH: ALBERT ROAD, STECHFORD, BIRMINGHAM, 33. 
Tel: CHAncery 6411 
Tel: Central 9221 
6 BRITANNIA HOUSE, WELLINGTON STREET, LEEDS, 1. 


291-3 HIGH HOLBORN, LONDON, W.C.1. 
8-10 NEWTON STREET, MANCHESTER, 1. 
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Tel: Leeds 23537 . 


13-15 ST. VINCENT PLACE, GLASGOW, C.1. 
51 VICTORIA STREET, SHEFFIELD, 1. 
3 UNITY STREET, BRISTOL, 1. 


Tel: Stechford 3580 and 3516 
Tel: Central 3775 
Tel. Sheffield 21776 
Tel: Bristol 26996 
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And the difference? 


Maybe £5,000 


How ? 
He spotted a fault in the safe load indicator 
and an accident has been prevented. 
Who? 
The Vulcan Engineer-Surveyor during his 
regular inspection of the crane. His experience 
gives him almost second sight into accidents 
that are waiting to happen. 
Are his services expensive? 

ot at all. Your broker will tell you that, 
though the Vulcan man is a specialist, his 
services cost no more than insurance and 
inspection by general practitioners 


pt oon 


1 journal of absorbing 


Le TP. 
wane 


SSS: 
Pury - y y vy YK 


| interest to all users of plant and 


machinery with reports of accidents ra] 


| afe For a year’s subscrip- 
| tio fre rite now to Dept. No. 4 


' 
What Vulcan insures, Vulcan G 


inspects — thoroughly and THE V ulcan 
regularly. As a result our 

chents have made us one of 

the largest engineering insur- BOILER & GENERAL INSURANCE CO. LTD. 


ance companies in Europe 67 KING STREET, MANCHESTER, 2 
VULCAN INSPECTS— AND PROTECTS. 





THIS SAVES 
63 % 
OF YOUR 
FLOOR SPACE 


Se eeeeeeeeeacacaana dd 


m Lg 
Wry ta 
fe SALAS ' 
a HT} 


How much floor space is occupied by your present Shannoblic Lateral Filing is available in 
hling system”? Probably too much. Well, here's a nets, cabinets with sliding or folding do 
chance to reduce it by 68 with Shannoblic Lateral Desk Top Units as illustrated 

Lateral Filing builds upwards All those blank just write “Shannoblic Lateral Filing 
spaces in the upper regions are utilised-—and those tterheading for full details by return 
wasted alcoves, corridors and odd corners 


Thousands of files tens of thousands in fact are 
controlled by one clerk. Every folder is within easy 
reach title-tabs fitted in three different positions 
ensure snap-vision sighting from above, below or at 


s 
Seis ToT LATERAL 
And how easily those files come to hand. Suspended 
on the unique Shannon single “T™ rail, they lift clear FILING 

with a mere finger-tip action. No tugging. pulling or 

heaving. Just tip the file at an angle and it comes — ; . 

smoothly away. Replace it with the same effortless The Shannon Ltd., 43 Shannon Corner, New Malden, Surrey 
action and it locks firmly to the rail, where it 


-ATITLTIiTttitittititittit tl 


can be 


147 





noved only laterally 
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be distinguished from the available 
stock balance mentioned earlier. 
The physical balance is the quantity 
actually in the warehouse or stores, 
but the available balance is the figure 
that is used for forward planning. 
It is (as defined above) the balance 
that will be available after outstand- 
ing demands (if any) have been met 
and outstanding stock replacement 
orders have been executed. This is 
the figure that must be compared 
with the ‘re-ordering level’. On the 
other hand, the ‘re-ordering quantity’ 
is, of course, determined by compar- 
ing the available stock with the maxi- 
mum level, according to the formula 
already given. 

The order placed then goes to 
Production Control, who include it 
on the production programme in 
accordance with the priority accor- 
ded to it under the production 
priority system. If necessary, they 
alter its position in the programme 
(within the ‘certain limits’ previously 
referred to) as called for by the 
system. 


NEW BALL PEN 


When Production Control receive 
the order they look in their index of 
job specifications to see what is in- 
volved. Then they make out a work 
loading card which indicates the 
order number, quantity ordered, 
priority given to the job, the weeks in 
which the job should be done, the 
drawing numbers relevant to the job, 
the component parts required, and 
(in the case of non-stocked lines) any 
raw materials required. Thus it is 
possible to place orders on stores for 
the materials and components needed 
and to make out a job card and a 
piece-work ticket for each operation 
involved. 

Winns are at present putting all the 
job descriptions for standard opera- 
tions on to addressing machine plates. 
This means that Production Control 
can draw from the files a plate for 
each job and a plate for each opera- 
tion. They can then produce the 
standard information quickly and 
accurately, using the addressing 
machine also for printing in such 
variable information as the quantity 


to be produced and the loading 


In addition to the job card for ¢ 
order, there is a raw and/or a finis 
materials card, a separate piecew: 
ticket for each operation, a lab 
and cost detail card for costing p 
poses, and a work loading card { 
production planning. The order 
formation on all these cards is fill 
in from an addressing machine plat 


The company’s system for produc 
ing and stocking catalogued lines | 
general demand provides maximu: 
service to the customer. It also en 
sures maximum control over the 
total stock carried and the amoun 
‘in the pipe-line’. 

Winns also make non-catalogued 
lines. These are similarly dealt with 
through the production programme, 
on a basis of maximum service to the 
customer. It is the job of Production 
Control to build the production pro 
gramme so that both types of orders 
are running concurrently, with the 
appropriate priority accorded to eac! 
order. EN 


FOR COMMERCE AND INDUSTRY 


Starts fast, never clogs, writes non-stop! 
its the ] 


with exclusive silvered tip 








Pens ; 27/1 14d. (inc. P.T 


Why do conventional ball pens sometimes start slowly 
and skip letters and words? Because the tip corrodes, 
causing the ink to clog. But the new EPIC has a unique 


; : : - black) 
silvered tip which cannot corrode. So with EPIC you mechanism 
get instant smooth ink flow... .and continuous smooth 
writing! 


per dozen. Refiils : 18/104d. (inc. P.T 


per dozen. Further quantity discounts 
Sold in packs of 12 of any one ink-colour. Minimum trial order 


1 pack 


The most efficient low-priced ball pen 

Non-fade ink withstands Ultra-Violet fading tests better than 
all other ball pens e Quick-drying ink (blue, red, green oF 
no smear or smudge e Simple 2-button retractio 
—no cap to remove or 
identified by matching retractor button e Each refill ind 


lose e Ink color 


vidually wrapped and sealed to reach you factory-perfec 


For supplies write to: EPIC BALL PENS, INGERSOLL HOUSE, DEPT. (30, KINGSWAY, LONDON, W.C.? 
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TheSGI istheperfectstandard 
office typewriter. This fast, 
accurate machine is available 
in 7 interchangeable carriage 
widths from 10” to 35”, has 
every modern feature and is 
very reasonably priced. invest 
in a machine built for lasting 
efficiency and minimum 
maintenance costs 


The I6E, typical of the Brunsviga 
range of adding and calculating 
machines, is built both for practical 
every day use and highly specialized MODEL 16 
calculations. No special training is 
necessary to operate Brunsviga 


machines. Our representative will 
be very pleased to demonstrate any 
Brunsviga model 





< 4 
‘BRUNSVIGR ) 
OLYMPIA BUSINESS MACHINES COMPANY LIMITED 
35 RED LION SQUARE, LONDON, W.C.!. TELEPHONE: HOLBORN 2274 OBsEA 


=> 4 0\-10 am D)-\orele-tilela 


Aids Business 


Skilful decoration and furnishing stimulate 
business. A well conceived scheme invites 
confidence, promotes efficiency and improves 
the morale of your own staff. Trollopes 

with their extensive facilities and long 
experience, can create a decorative scheme to 
suit your exact requirements. 

We can do anything inside four walls, supply 
all your furnishing needs and our costs 

are competitive. Find out more—write for a 
copy of “Introducing Trollopes”’. 


ps eee 


i meencelile) ex— 






e 
. 





— 


TROLLOPE & SONS (LONDON) LTD., WEST HALKIN STREET, LONDON, S.W.1. Telephone : Sloane 4511 
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but-—points dort break 
WheN YOU YSe 

“CHEMI * SEALED” 


MIRADO 
Penile 


It’s sound sense to use Mirado pencils for all 
business and personal writing. The points won’t 
crumble or break under normal usage. For two 
reasons. The lead itself is of a fine, smooth and 
long-lasting quality, and the Eagle Patent Super- 
bonding process welds the lead and the wood 
casing into one inseparable unit, giving maximum 
resistance to breaks. Change to Mirado and watch 








your pencil costs decrease. 
M6 

aelieeesliaeieedieeniemati tier 

MILEAGE METER 

Our Mileage Meter measures 

how much line a Mirado lead 

will make. On the revolving 

drum, the pencil makes a con- 

tinuous and easily measured 

line. The wear of Mirado 

leads has been tested until 

every pencil will make 





a smooth black line over 
35 miles long 


ee cre es ee ee ee es ee ee ee ee ed 


EAGLE PENCIL CO., ASHLEY RD., TOTTENHAM, N.17 





Dispensing the 
indispensable 


| 


| |Southalls 


SANITARY TOWELS 
An essential service for 














4 
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so 
oe 

¥ 

(me By. 


your women staff, perfectly 
performed. These excellent 
automatic vending ma- 
chines—specially designed 





for cloakrooms — contain 





24 individual towel cartons, 
are guaranteed for a year 
and backed by a first-rate 
nation-wide maintenance 


service. 


2 TYPES OF MACHINE 
3 TYPES OF TOWEL 





White Enamel Machine (as 


—E 


shown) to contain the com 





pressed cotton-wool towel! 
Varnished Wood Machin 
to contain Blue Star—with 








ib protective back and knitted 
cover; or White Lilac 
soluble for easy disposal 


Every carton contains two safety pins 


For further details of these machines 
and of efficient disposal methods, write to 


SOUTHALLS (BIRMINGHAM) LTD 
(Dept. D.2) Charford Mills, Birmingham 8 


Makers of sanitary towels for over 70 years 
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Yow’re right- 


you can make over 


4,000 ticks 


So tough, so resilient and so long-lasting are 
Verithin Coloured Lead Pencils that you can | 
make over 4,000 check marks with only one | 
sharpening. Think of the saving this means in 
your pencil costs. Think, too, of this other 


important fact — every one of these ticks is 


absolutely indelible. Rain or spilled water 


zgz VER/THIN 


COLOURED 


FAGLE PEWNWCE S&S COMPANY, 


ASHLEY 















won't make them run. Moist hands won't 
smear them. Rubbing cannot smudge them 
Another point. Verithin pencils can be 
sharpened to a needle-fine point and will hold 
that point under pressure. Order Verithin 
today and discover how downright dependable 


they are. 84. each. In 25 vivid colours 


PENCILS 


ROAD, TOTTENHAM mw. 7 








Esp od cS — 
STEEL STORAGE SHELVING 


Our technical staff will solve your problems 
Planned layouts without obligation 





Shelving built for the job... 
Saves valuable storage space 





Ask for Leaflet No. 21455 
also for clothing locker leaflet No. 2350 


JOSEPH WESTWOOD & CO., LTD. 


Contractors to H.M. Government Departments. Crown Agents for the 

Colonies. British Railways (British Transport Commission) etc., etc 

Bridge and Constructional Engineers, Manufacturers of Mechanical 

Grabs, Pressed Stee! Troughing and Sheet Metal Equipment. Steel 
Stock Holders 


NAPIER YARD, WESTFERRY ROAD 
MILLWALL, E.14 


















CAT-SNAP 
Carbon Copy Set 


The perfect answer for orders, 
invoices, advice notes — or any 
forms where carbons are used 
—Cat-Snap saves hours of 
typists’ time spent in collating 
and sorting. 

Just put the complete 
Cat-Snap set straight into the typewriter, type the con- 
tents, and then — snap !— in one simple motion carbons 
are removed, and the forms are ready for posting, etc 
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Vay we tell vow more about this? Write to 
SPECIALISTS IN CONTINUOUS AND CUT SI STA srRy vs 
Jasper Rd - Westow Hill - Upper Norwood - Londoa SE 19" Gipsy Hill 2258, 
sw J 
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KEEP A CLEAN BILL of HEALTH with 
PAPER 


TOWELS 


in | 
A “THE TOWEL THAT REALLY DRIES—AS THE NAME IMPLIES” 


THEY ARE HYCIENIC AND DISPOSABLE AFTER USE 
Supplied in rolls for AUTOMATIC CONTROLLED DELIVERY CABINET 


WE ALSO SUFPLY These BETTER qual ls REALLY DRY and d d r h They ar 
qua ity towels an o not isinteg ate when wet. ey are 
INTERLEAVED TOWELS. very absorbent and CHEAPEST IN THE LONG RUN because 


released ONE AT A PULL from the cabinet there is NO WASTE. 


“KWICK-DRY” PAPER TOWELS Ask for details of 


Cut your Laundry Bills—Cut time-waste—Offer OUR TRIAL OFFER 
a fresh cream shade towel for every occasion— en 
Remove infection dangers of the old communal 
towel—Are stronger wet than dry—Conform 
to 1937 Factory Act. No possiblity of chapped 
hands and faces. No irritating queues as with 
expensive Hot Air Drying Equipment. 






BEWARE ! 


GERM 
SPREADING 
COMMUNAL 
TOWEL 








OF CONTROLLED 
DELIVERY CABINET 


Please ask for Details of 
INTERLEAVED AND NON- 
MECHANICAL ROLL TOWEL 


WIRE BASKETS & SOILED TOWEL CABINETS. FREE ON LOAN 
BINS SUPPLIED IF DESIRED 


FREEDER BROTHERS PAPER MILLS 


BRIMSDOWN -: ENFIELD - MIDDLESEX 
Tel.: HOWard 1847 (5 lines). Grams: Sylkocrepe, Enfield 








$4 
(wrest, 


ror TOILET HYGIENE use 
SOLID DISINFECTANT BLOCKS 


Liquid Disinfectants only temporary measure 
rapidly washed away 








"G" BLOCKS FOR 
GENTS' CHANNELS 
INSOLUBLE IN WATER 
ABSORBS NOXIOUS ODOURS 
NEED NO FURTHER ATTENTION 


3 Doz. 31’- 6 Doz. 61’- 12 Doz. 117’- 





AIR PURIFIER TABLETS AND a t 
PATENT PLASTIC HOLDERS 
match to 


FOR ALL LADIES’ AND GENTS’ TOILETS 


DEODORIZE 24 HOURS A DAY start a fire 





Remains effective until completely evaporated —a cigarette 
3 Doz. 38/- 6 Doz.74/- 12 Doz. 142 - end or pipe 
PATENT PLASTIC | ash ma y 
Perfect deodorizer f ey den perme d <r 
Purifies atmosphere iE pay ae 
‘f Price - 46 - each Write for illustrated leaflet 
Pec 683238 Reg. 62807 





Tablet lasts 
3 to 5 weeks, Carriage paid on all orders over £5 F.C. BROWN , BISLEY 2 SURREY 
wee MATIC DISINVECTANS BLOCK €0O, LED. FOR STEEL OFFICE EQUIPMENT 


Tetepbone Putney 
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STEEL 
SHELVING 
AND 
STORAGE 
EQUIPMENT 
or Large Installations 


SQUIRREL BRAND x 
eQquipment 
eqUipment 
equ I pment 
squi Rrel 
squirRel 
equipmE nt 
SQUIRREL BRAND Send for Price Lists 


BAXTER FELL 


& CO. LTD. 
TOWER WORKS « NORTHFLEET - KENT 
GRAVESEND 4955 








BXPANDEX 
VISIBLE FILING 


@ Will fit any filing cabinet old or new 
@ Telescopic ends mean easy running 
and foolproof signalling 


@ Snap action protectors mean even 
less time wasted 


@ Six colours for faster selection 





Available fror 

your local distributor, or 

in case of difficulty write 
to 


EXPANDEX VISIBLE FILING CO. LTD. 
SURPASS HOUSE, 26 HARRISON ST., LONDON W.C.1 





ANY SURFACE 





Managers and buyers in works and offices 







all over the country specify Flo-master for 
all forms of marking because it is the most 


reliable medium available today. 


-and for SIZE 
Ld bb Pu ’ ™ 
STENCILLING 
The King Size for heavy industrial 
purposes is either used with the 
normal felt tip or with an inter- 


changeable head to provide a constant 
feed stencil brush. 


There are a hundred and one uses for 
Flo-master. 


Fade-resistant inks available in 10 
colours. 


KING 
SIZE 


Interchangeable felt tips provided for 
different widths of line. 


Flo-master 


FELT TIP PEN 


Send for illustrated leaflet 


CUSHMAN & DENISON CO., LTD. 


DEPT. G, 215/217 Coldharbour Lane, LONDON, S.W.9 


Telephone: BRixton 0747-8-9 
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If your payroll is produced on a tabulator or computer, 
continuous envelopes are an obvious choice, as the whole 
job canbe done on one run through the machine. No bother 
with payslips or danger of transcription errors where the 
amount has to be hand-written on to a separate envelope. 
Wages are made up from information printed on the envelopes 
and a greater measure of accounting control is secured, as the 
payroll total is automatically produced on the tabulator. Opaque 
for printing one side, transparent the other for visual wage count, 
these envelopes are immediately available in various types of 


make-up. Write for a copy of our Business Practice Report 





Continuous 





our payroll 


preparation 
will cost 
less with 


nvelopes 








* No. P.8 or contact our Technical Adviser for full details, 1 
8 To FANFOLD LTD, Bridport Rd. Edmonton" 
| 18. Please send me your Business Practice s 
8 Report No. P.8, on the advantages secured | 
B by the use of Fanfold Continuous Envelopes. § 
[) ' ' 
Or tor } i 
g NAME ' 
| 
' 
 ] 
‘ 
FANFOLD LTD.. BRIDPORT ROAD, LONDON, N.I8 : : 
EDMonton 5404 (6 lines) Telegrams: Busiforms, Norphone, London i : 
City Sales Office 74-75 Watling Street, London. E.C.4 City 3781 H ADDRESS ' 
GLASGOW NEWCASTLE BIRMINGHAM MANCHESTER ' ' 
LEICESTER LEEDS CARDIFF BELFAST DUBLIN Fee oe A a RRR 
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NEW AIDS TO GREATER OUTPUT AND LOWER COSTS 





FOR YOUR OFFICE 


Satchel aids 
mail distribution 

Handling of papers in the mail- 
room and their distribution among 
departments can be made easier by 
the shoulder-strap bag shown here. 





For quick dispatch 


Designed to take foolscap-size docu- 
ments, it can be had with or without 
a set of cardboard alphabetically- 
tabbed dividers. 

D. Matthews and Son Ltd., 

61-63 Dale Street, Liverpool 2 


New carbon cuts 
fraud risks 


Unauthorized alterations to orders, 
receipts, invoices, and other docu- 
ments are very difficult to make 
where a new Filams carbon is used. 
Designed to minimize the possibility 
of fraud, the carbons are double- 
sided. 

During typing or writing, they are 
placed with the red side upwards, 
the black towards the copy paper. 
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All entries are therefore impressed in 
red on the back of the top form and 
every subsequent one except the last. 
Ellams Duplicator Co. Ltd., 5 Dean 
Street, London W.1 


Continuous form burster 
is versatile 


Perforated continuous forms can 
be broken apart, trimmed at the 
edges, or slit vertically by the Divi 
Burster. The machine is also capable 
of bursting forms at alternate per- 
forations, if required, and can be 
made to remove one-time carbons 
from multiple sets. 

The machine accepts forms from 
2in. to 20in. wide, from 3¥in. to !7in. 
deep, and of all standard grades and 
weights of paper. Speed is variable; 
output depends partly on the size of 
the forms but can reach 30,000 forms 
per hour, it is claimed. Paper trim- 
med away from sprocket-punched 
forms is automatically wound on to 
reels inside the machine. Separated 
forms are stacked on a delivery shelf 
which lowers itself as the weight of 
paper increases 

Operation is very simple, it ts said, 
and the machine works quietly. 

Eery Ltd., St. George’s House, 
15 Hanover Square, London W.1 


New intercom set 
has small firm appeal 

Up to six sub-stations can be con- 
nected up to a master unit in the 
Dialog Major intercom system. In 
spite of this the equipment, like the 
smaller model launched last year, ts 
battery-operated. 

Two-way communication between 
master and sub-stations is by push- 
button. Sub-stations cannot com- 
municate with one another, neither 
can they eavesdrop on a call between 
master and another sub. If the user 
of the master wishes to give dictation 


ee 





No eavesdropping 


over the system, he can use a special 
button which keeps the circuit open 
while leaving his hands free. 


The smaller business could find 
this system attractive on several 
counts. Units are small—about Sin 


square by 34in. high. Running costs 
are low—two standard torch batter- 
ies last from 9 to 12 months, it is 
claimed. Installation charges are nil, 
since the purchaser can easily do this 
10b himself with ordinary household 
tools. 

Cass Electronics Ltd., 
Yard, Guildjord Stre 
Surrey 


White Hart 
t, Chertsey, 


Desk range gives unity 
and diversity 

Illustrated here is one of an exten- 
sive new range of desks, all built from 
a few standard components. This 
means that an office, equipped with 
any number of desks in varying sizes 
and capacities, can yet maintain con- 








BUSINESS Equipment Survey 


tinuity of design and appearance. 

The furniture is based on a table, 
which is available in three sizes 
3ft. 8in. by 2ft. 44in., 4ft. 7in. by 
2ft. 9in., and Sft. 6in. by 2ft. Yin. 
Components include large or small 
drawers for suspended filing, three- 
drawer pedestals, and a kneehole 
drawer which is fitted to all models. 
The small telephone shelf for the top 
of the desks is secured by two screws 
and may be placed in several alter- 
native positions. 

Although the desks are designed 
for easy break-down, construction is 
completely rigid. This stability is 
achieved by an enclosed metal frame 
bolted between the leg panels. 

The wood used is gaboon-faced 
chipboard which looks like light 
mahogany. Metal parts are stove- 
enamelled matt black, except for 
drawer handles, which are chromed. 
Heal’s Contracts Ltd., 196 Tottenham 
Court Road, London W.1 


Fire-resisting cabinet 
protects microfilms 

Microfilm which is not destroyed 
by fire may still be rendered com- 
pletely useless if subjected to tem- 
peratures above 200 deg. F. For this 
reason a new Chubb cabinet is design- 
ed not only to be fire-resistant but to 
maintain, in fierce surrounding heat, 
an interior temperature below the 
danger level. 

Inside its insulated exterior walls 
the cabinet has seven drawers en- 
closed by two wooden doors. Each 





Ample filing space 
124 


drawer holds about 60 reels of film 
in cartons measuring 3jin. square by 
gin. deep. Alternatively, 
magnetic tape 
equal safety. 

The cabinet is finished in two 
shades of grey, and can be supplied 
with a stand, if required. It has a 
six-lever lock or alternatively can be 
fitted with a three-wheel keyless com- 
bination. Outside dimensions are: 
height 384in., width and depth 244in. 
Chubb and Son's Lock and Safe Co. 
Ltd., 175-176 Tottenham Court Road, 
London W.1 


reels of 


may be stored with 


Versatile 

intercom system 
Loudspeaking masters, side- 

stations with or without loudspeak- 

ers, and ordinary telephones, can be 

included in the /ntermatic intercom 

system. Normally the system is run 





Multi-party conversations 


in connection with a private auto- 
matic telephone exchange but it can, 
with certain limitations, be used in- 
dependently if required. 

Master stations may have 10 or 20 
key-calling positions. Each position 
has an indicator lamp which lights 
up when a call comes in or is made. 
If a called line is busy, an ‘engaged’ 
lamp, common to all stations, indi- 
cates this. Calls other than those on 
direct lines are made by using the 
dial and handset. 

Side-stations are similar in design 
to the masters, but have only 10 key- 
calling positions and are available 
with or without loudspeakers. If 
these are absent, all calls are made 
and answered through the telephone 
handset. 

Conference facilities are available 
on master stations. To use these, 
the master calls up to four other 
masters or side-stations in turn, ask- 
ing each to hold the line. All parties 
can then talk freely to one another. 

The system precludes eavesdrop- 





ping. When used without a PAX 
calling facilities on the system are 
restricted to the number of keys on 
each station and no dial is provided 
Siemens Edison Swan Ltd., Privat 
Telephone Division, 
London W.14 


fvonmore Road 


American atlases 
will help exporters 


Two American atlases now being 
imported into this country will be of 
value to businessmen 


who require 
detailed maps of North America 
Each atlas, though it covers the 
world, is largely devoted to the 


United States and Canada. 

Of the 400 pages in the Cosmopoli- 
tan atlas, 66 are devoted to American 
states and Canadian provinces; 53 
map plates in the 300-page Standard 
are similarly allocated. Pages of the 
former measure 14}in. by Ilin.; of 
the latter, 104in. by 74in. 

Both atlases are fully indexed, the 
indexes being included in the total 
page count. 

George Philip and Son Ltd., 
30-32 Fleet Street, London E.C.4 


Adjustable chairs 
in three grades 

Comfortable seating for executives 
and secretaries is provided by the 
Tycoon range of adjustable revolving 
chairs. There are three models, all 
of which may be tilting or non- 
tilting and may be covered in plastic 
or textile materials in a wide range 
of colours. 

All the chairs have sprung seats 





Swivel in comfort 
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Art Metal 
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Art Metal PARTITIONS 


—always have the appearance of an attractive permanent fixture. 
Yet, when changes are necessary, they can be taken down and 
re-built on another site in the same or in a different form. 


Built from standard parts, they obviate the need for costly 
special manufacture. And, extra parts for additions or alterations 
are easy to obtain at any time. 

lf required, we can arrange installation anywhere in the British 
Isles and in many countries overseas. 


ART METAL CONSTRUCTION COMPANY 















a 
spitals cone Ole Gsca 


201 BUCKINGHAM PALACE ROAD, LONDON 5S.W.1 Telephone SLOane 5201 
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and are mounted on enclosed bases 
with chromium kick-plates and cast- 
ors. Illustrated here is the middle one 
of the range—the Manager. Seat 
height can be adjusted from 164in. to 
2lin. by asimple mechanism, but does 
not change as the chair is revolved. 
The Director chair is similar to the 
one shown here, but the arms are 
solid, covered with fabric and cush- 
ioned in foam rubber, and the back 
is padded rather more thickly. Lastly 
comes the Secretary, similar to the 
Manager but without arms. 
Office Machinery Ltd., 22 Kingly 
Street, London W.] 


Desk-top processor 
for small offset plates 

An economical and efficient means 
of processing small offset litho plates 
is provided by the Hubex Automatic 
Vacuum Frame, it is claimed. The 
equipment is suitable for use with 
standard or pre-sensitized plates with 
a maximum print area of I6in. by 
20in. 

Operation is simple. Negative and 
plate are placed together on the 











screen and the machine's lid is closed. 
As the operator fastens the single 
centre clamp on the lid, the correct 
vacuum is automatically applied. Ex- 
posure time is controlled by setting 
a dial, calibrated in minutes. 

The light source is tungsten-ballas- 
ted mercury-vapour lamps. Contact 
negatives and prints can also be pre- 
pared on the equipment, a secondary 
tungsten light source being provided 
for this purpose. 

Small enough to be stood on a 





Simple operation 


A CARD RECORD SYSTEM PLUS.. 





table-top, the Hubex frame is strongly 
constructed and is finished in blue 
J.J. Huber Ltd., Hubex House, 
Emerald Street, London W.C.1 


Training film projector 
has remote controls 

Much greater scope is given to 
skills training by film by the Percepto- 
Scope, an American-designed projec 
tor. The equipment, which uses 
silent films made especially for it, is 
remotely controlled by means of 
push-buttons located in a small de- 
vice held in the teacher’s hand. 

The remote control mechanism 
permits the teacher to run the films 
at any speed from one frame at a 
time up to 24 frames per minute (full 
speed). He can also back-track at 
any point. 

A valuable feature of the films is 
that they incorporate timed tests at 
various stages of tuition. Thus, for 
example, a set of films for teaching 
faster reading has tests which flash 
words, phrases or lines on the screen 
at increasing speeds as the course 
progresses. Films for typist training 
incorporate graded typing tests. 

Films, which are part animation, 


“FINDEX” 


PUNCHED CARD SYSTEM 


i 

1 

i 

i 

r 

1 

' 

i 
The Hand Punched Card System ; 
designed specially for all prob- ‘ 
lems of analysis, sorting, or classi- i 
fication. t 
: r 
Statistics obtained under as i 
many headings as required in 1 
ONE operation and in a matter ! 
of minutes! ~ 
' 

i 

' 

r 


A MUST in every office 


1,000 
INDEXES 
IN ONE ! 


C. W. CAVE & CO. LTD., DEPT ‘B’, 59 HOLBORN VIADUCT, E.C.1. CEN 8402 
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Save Time 
and Money 


with 

E.M.I. ELECTRONIC 
POSITIONING 
CONTROL 


for: Borers 
Drilling Machines 
Rotary and Linear Tables 





E.M.L., leaders in the field of electronic systems for industry, 
offer the most advanced system for accurately controlling 
boring and drilling operations. 

This system is completely automatic and uses dimensional in- 
formation supplied by punched tape or manual switch settings. 


An outstanding feature of the E.M.1. system is that 

; despite normal machine-tool wear, the original positional 
accuracy is always maintained. 

For only a modest capital outlay, the E.M.I. system will— 

* Save time (especially for “‘one-offs” and small batches) 

* Cut costs 

* Increase output 

* Give higher accuracy (+ .0002") 


For full details of E.M.1. control systems telephone or write to 


» E.M.AI. ELECTRONICS LT 


INDUSTRIAL APPLICATIONS DIVISION - HAYES - MIDDLESEX Tel: HAYes 5055 
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part photography, are issued in sets, 
each of which provides a complete 
course of instruction in the chosen 
subject. Also included are a teaching 
manual and practice material for 
trainees. Subjects already available 
include, besides those already men- 
tioned, the 10-key adding machine, 
safety for supervisors, time and 
motion study. 

College of Production Technology, 
PerceptoScope Division, Great Chart, 
Nr. Ashford, Kent 


Low-priced book-keeping 
machine is easy to use 


Though developed from a simple 
adding-listing machine, the Addo-X 
7000 bookkeeping machine is re- 
markably versatile. Its 18in. carriage 
makes it suitable for almost any 
accounting form; its easy operation 
and reasonable price will commend 
it to the smaller business. 

The machine, which adds and sub- 
tracts, works in figures only. The 
only word used is the month, this 





Four programmes 


being indicated by a movable dating 
device on the front of the machine. 
There are two registers, each with a 
totalling capacity one penny less than 
£10 million. Grand totalling capa- 
city is one penny under £100 million. 

For each accounting form to be 
used a ‘programme’ is provided. This 
is pre-set on a movable rectangular 
device which clips on to the back of 
the machine. There are four pro- 
grammes on each device; the opera- 
tor can instantly change from one to 
the other. 

The programme not only provides 
correct tabulator stops, but instructs 





SLIPPED DESK? 


Yes, and it’s the beginning of a 
landslide ! Out-of-date office furniture 
signifies an inefficient office system: 
impression 
and generally ‘dates’ your business. 
Refurnish with NSE Consecutive 
Desks — the new office furniture that 
looks ahead and adapts itself to 
change. These modern desks can be 
linked together in a wide variety of 
types of uniform appearance. Single 
units make handsome executive desks. 


creates a poor 


NSE 














NORWOOD STEEL EQUIPMENT 





the machine at which point to ente 
a sum in one register or the othe 
add, subtract, or print a total. Thx 
operator therefore only has to ente: 
the appropriate figures on the simp! 
fied keyboard. 

Bulmer’s (Calculators) Ltd., Empir. 
House, St. Martin’ s-le-Grand. 
London E.C.1 


Smooth-running 
suspended files 


To promote smooth, easy move 
ment and to prevent buckling, the 
fast suspension bars of Snowde. 
Multi-pocket files are of strong but 
lightweight steel. The system, design- 
ed for use in drawers, consists of a 
series of foolscap-size manilla pock 
ets, any number of which can be 
linked together concertina-wise. 

The back of one pocket is folded 
over the front of the next, and secured 
by the bar. The latter has a trans- 


parent holder on the top edge, under 

which an index strip is slid. 

Snowdon Supply and Distribution Co 

Ltd., 116-126 Cannon Street, London 
E.C.4 





SLY 


LT 





Makers of all kinds of steel office and storage equipment. Please write 
to Dept. T, for free illustrated brochures: ** STEEL PARTITIONING ”’, 
“ STEEL OFFICE EQUIPMENT ™ Or “ STEEL STORAGE EQUIPMENT ”’. 
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149 Borough High Street, London, S.E.1. HOP S033 


AND AT BIRMINGHAM, BRISTOL AND MANCHESTER 
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Lamson Carrier Airtubes provide direct lines of com- 
munication between all points in your organisation. 
They furnish the surest as well as the swiftest means of transmitting documents 
of all descriptions and can be installed to meet the special requirements of any 
firm, large or small. A large user states “‘It is considered that without this tube 
system a dozen messengers would be required to do this work manually.” 


DOCUMENT LIFTS 


Electrically operated, neat and unobtrusive, Lamson Document lifts will carry 
documents and papers between floors swiftly and silently. 

Write for details to Dept. D.6. A representative will be pleased to call without 
obligation. 


LAMSON ENGINEERING CO. LTD. 
Hythe Road, London, N.W.10 


"Phone: LADbroke 2424 ‘Grams: Kelywil Harles London 
A MEMBER OF LAMSON INDUSTRIES GROUP 


Poa WWEL NEVER 
















NEW STEAM-HEATED 
HAND « FACE DRYER 


High speed hygienic drying for hands, face, arms and hair 
@ Steam heated means instant heat @ Deals with 8 to 10 
persons per minute @ Slashes towel costs @ Prevents spread 
of skin infection @ Operates from factories’ own steam supply 

; @ A self-contained unit—easy to instal @ Robustly con- 
a Chetetcal Ca Led, “Suances, Chesterfield structed for long trouble-free service 








4 Towel te The Spiral Tube | TWOMAN MODEL 
MAND & FACS DRYER a 2 ga peen 1 A compact two man 
A ficate of the Royal unit for corner mount 
SPIRAL TUBE pee yy _F — ing is available for the 
— giene Ba smaller factory where 

Patent Application No. 30090/56 space is limited 











FURTHER PARTICULARS FROM AIR TOWEL DIVISION (DEPT. BM.) 


THE SPIRAL TUBE & COMPONENTS CO. LTD., OSMASTON PARK ROAD, DERBY. Tel: DERBY 48761 (3 lines) 





LONDON WORKS: HONEYPOT LANE, STANMORE, MIDDLESEX Tel.: EDGwore 4658/9 
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Selected by The Council of Industrial Design 


for display in QUURUSMD) RS CCNERG NEB: oE 








These three models have been specially 
designed exclusively for this Company by 
Jack Howe, F.R.I.B.A., F.S.1.A. They are 


available in both 9” and 12” dial size and 





will be appreciated for their suitability 
where clocks of modern design are 
required. All models are available for 


Synchronous or Master Clock operation. 


GENTS ELECTRIC CLOCKS 


OF LEICESTER , 








i = th - gne 
For further details write for our illustrated leaflet ‘Time for Business’. © RIGHT © 
GENT & COMPANY LIMITED - FARADAY WORKS «- LEICESTER 
London Office & Showrooms: 47 Victoria St., London S.W.1 

Also at BELFAST + BIRMINGHAM «+: BRISTOL EDINBURGH + GLASGOW + NEWCASTLE 
Other Products include: TIME RECORDERS WATCHMAN’S CLOCKS ° PROGRAMME INSTRUMENTS ° LUMINOUS CALL SYSTEM 
TOWER €LOCKS . FIRE ALARM SYSTEMS STAFF LOCATION SYSTEMS ° BELL AND INDICATOR SYSTEMS ETC 

130 


BUSINESS 








——————— 











' 
| 
' 





BUSINESS Equipment Survey 


INDUSTRIAL EQUIPMENT 


Self-adhesive system 
for marking stock 

No nails, screws, or glue are re- 
quired with Grips On, a new stock 
marking system. 

It consists of black moulded inter- 
locking units, 3in. high, heat em- 
bossed with white characters. Any 
combination of letters and numbers 
can be made up. They grip tightly 
to any dust-free surface. 

The secret is a special ‘double- 


sided’ adhesive tape on the back of 








© Dae, 


Removed without damage 


the characters. When a protective 
covering is removed, the sign is ready 
for fixing. Although, if necessary, it 
will stay in place permanently, it can 
easily be removed and fixed elsewhere. 
It leaves no trace and does not 
damage decorated surfaces. 

Grips On is available in sets of 270 
units, consisting of letters or num- 
bers, but not both. Each set also 
includes 36 front and 36 end pieces, 
spacers, and a 10ft. coil of the special 
double-sided adhesive tape. Sets cost 
3gns. 

Adaptasign Display Products, 
129 Hammersmith Road, W.14 


Extractor fans let 
light through 


Two new extractor fans are small, 
silent, attractive, and efficient. Both 
have cases and propellers made from 
shock-resistant plastic; both can be 
mounted direct on to window glass. 
Bearings need no lubrication. 

The smaller model, with a fan 
diameter of 6in., is claimed to be the 
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smallest of its kind. Suitable for 
small rooms, it weighs about Ijlb., 
is weatherproof, silent, and extracts 
about 7,500cu. ft. an hour. 

The larger model, with a fan 
diameter of 74in., has a special form 
of shuttering. Made in eight over- 
lapping segments, it can be controlled 
by a nylon cord. It completely ex- 
cludes draught but not light, because 
it is of transparent resin. Extraction 
rate is about 15,000cu. ft. of air an 
hour. 
frielflux Ltd., 125 Edgware Road, 
London W.2 


New nylon tubing 
can cut costs 

Savings in initial and installation 
costs are possible with a new range 
of Tecalemit aylon tubing. It is 
light and tough, with good resistance 
to heat and ultra-violet rays. 

Applications are in carrying oil, 
grease, and most chemicals, for lubri- 
cation, hydraulic control, air, fuel, 
and liquid goods 

Compared with metallic pipes, 
weight-saving is considerable. For 
example, up to 45lb. can be saved in 
an automatic chassis lubrication sys- 
tem on a passenger vehicle. In addi- 
tion to being lighter and cheaper than 
metallic pipes, it does not require 
pre-forming. Unlike ordinary nylon 
tubing, it is extruded to very fine 
limits. 
Tecalemit Ltd., Plymouth 


Quick maintenance for 
large floor areas 


Claimed to be more than four times 
faster than any other suction /polish- 
ing floor machine, the General will 
clean or polish up to 15,000 sq. ft. 
an hour. It is intended for firms 
with large floor areas. 

Although the brush is 20in. wide 
the largest fitted to a standard floor 
machine—and powered by a 0.85 
h.p. motor, the machine is almost as 





Easy to manipulate 


easy to handle as a domestic model. 
Its low overall height enables areas 
under furniture to be cleaned. No 
dirt is left near skirting-boards. Con- 
version from polishing to scrubbing 
takes only a few seconds. 

Progress Organization, Progress 
House, Cursitor Street, London E.C 4 


‘Feet’ for slotted 
angle save floors 
Damage to floors, carpets, furni- 
ture and clothes can be avoided by 
slipping newly-introduced plastic 
‘feet’ over the sharp ends of struc- 
tures made from slotted angle. 
Tendency to slip is reduced because 
the plastic feet grip the floor surface. 
They fit any kind of slotted angle. 
Handy Angle, Grand Buildings, 
Trafalgar Square, London W.C.2 


Cable-stripping pliers 
have safety stop 


Insulation is stripped quickly and 
safely from wire between jin. and 





Adjustable for different cables 
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jin. diameter by a new roller-type 
cable-stripping pliers. 

Cable passes over an aluminium 
V-pulley in one of the jaws and is 
guided in a straight line along the 
inside of a shaped handle. The other 
jaw carries a replaceable steel biade 
and an adjustable stop screw which 
prevents the blade from cutting into 
the cable core. 

There are three blade positions 
and two roller positions to accom- 
modate cable of varying diameter. 
Rollers for special cable sections can 
be supplied. 

Creators Ltd., Plansel Works, Sheer- 
water, Woking, Surrey 


Stapling gun makes 
wiring faster 

Electrical wiring operations are 
considerably speeded up by using a 
new gun which fires staples quickly 
and accurately. 

The gun is laid over the cable to 
be stapled—the base-plate is shaped 





Neater, quicker work 


to accommodate it—and the staples 
are fired simply by pressing a pistol 
grip. The grip is designed to reduce 
fatigue to a minimum. 

A button enables the operator to 
select a hard or soft ‘strike,’ accord- 
ing to the nature of the base material. 
Refilling is quick and simple. 

Not only is the stapler much quick- 
er than a hammer—the work is also 
neater and more accurate. 

Industrial Staplers Ltd., Truman 
House, 7-9 Rathbone Street, 
London W.] 


Welder's brush is two 
tools in one 

Intended mainly for cleaning joints 
before welding, the type 77 welder’s 
brush has general uses—for instance, 
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For fiat or corner welds 


for cleaning corroded surfaces. 
Made in beechwood, one side has 
tufts of steel bristles in three rows 
for flat welds: the other has more 
concentrated and stiffer tufts for 
corner welds. 
Rockweld Ltd., Commerce Way, 
Croydon, Surrey 


Fan unit gets rid 
of hot spots 

Wherever localized heat has to be 
dissipated in electronic equipment, a 
new fan unit commends itself because 
of its small size, light weight, and 
low cost. 

The Wafter consumes only 12 
watts and weighs only IIb. yet it 
moves about 40c.f.m. of free air 
just sufficient to stir the air around 
the equipment and disperse accumu- 
lated heat. The motor revolves at 
2,500r.p.m. and is almost silent and 
vibration-free. 

Because of its small size, the fan 
can be mounted where other units 
are impracticable. Although special- 
ly suitable for small equipment, it is 
also useful for mounting in the less 
accessible hot-spots of larger units. 

Plannair Ltd., Wingfield House, 

Epsom Road, Leatherhead, Surre) 


Solenoids designed 
for easy mounting 
With fixing feet on four sides, a 





Made in five ranges 





new range of solenoids can be mount 
ed in any position. (A solenoid j 
an electrically-operated device fo; 
moving levers or tripping switches 
remote from the control point.) The 
Series 600 includes five standardized 
duty ranges from Sib. at 4in. stroke 
to 22Ib. at I4in. stroke. Windings 
are supplied to suit any standard 
voltage. 

Special features are reduction in 
noise of operation due to the use of 
a ground plunger; and vacuum im 
pregnation of the coil to exclude 
moisture and improve insulation. 
Westool Ltd., St. Helen's Auckland. 
Co. Durham 


Fork truck has high 
power /weight /ratio 


High power/weight ratio and a 
twin speed electric motor are the 
features of a new 2-ton capacity fork 
truck. As much metal as possible, 
consistent with strength, has been 
removed from the fork after research 
into the profile. The mast is a new 
design ; collapsed height is lin. lower 
than on previous models, yet lift 
height remains the same at I4ft 
Right-angle stacking is possible in an 





Two speeds—for economy 


aisle width of only 9lin., plus length 
of load. 

Altering the terminals on the con- 
trol panel reduces maximum speed 
from 5.5 to 4.5 m.p.h. This helps 
to conserve the battery, when desir- 
able. With the lower speed connec- 
tions, starting current is halved. 
Ransomes Sims and Jefferies Ltd., 
Orwell Works, Ipswich 


New insulation board 
does not burn 

Of entirely mineral composition, 
Ubesto insulation board is completely 
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TAPE A 


FOR YOU, THE EXECUTIVE. A Stenorette Dictating 


Machine will record 25 minutes continuous dictation per spool of 





tape. It will also record telephone calls and conferences verbatim 
It has automatic erasure, back spacing and place finding facilities 
It costs as little as it does because Stenorettes are made by the 
largest manufacturers of tape recorders in the world. 


LETTER 


eS sao. 
= STIMU 













Average cost 


52 gns. 


(including the 
basic accessories) 


FOR YOU, THE SECRETARY. A Stenorette puts more 
time at your disposal; makes life more interesting; helps you 
catch that earlier train more often. And knowing how to operate 
it adds to your qualifications 





DICTATING MACHINE 


More than 200,000 now in daily use 


itai Advertising & Showrooms: 39/41 NEW OXFORD STREET, LONDON, W.C.I. 
GRUNDIG (Gt. Britain) LTD. wii Trade ncaa to: KIDBROOKE PARK ROAD, LONDON, S.E.3. 


GS 82a (Electronics Division, Gas Purification & Chemical Co. Ltd.) 
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also be reached. The pillar can by 

locked in any desired position. 
Prices are low. The arm is avai 

able in four sizes to suit different 

stands. 

Wolf Electric Tools, Pioneer Work 

Hanger Lane, London W.5 


incombustible. It is placed in Class 
1 under B.S. 476, which means that 
it has a very high resistance to flames. 

It is composed mainly of asbestos 
fibre and has a thermal conductivity 
factor of 0.8. It can absorb up to 
80 per cent of its own weight of 
water without deterioration, and may 
therefore safely be used under the 
most humid conditions. 

It is available in three thicknesses 
—tin., }in., and 4in. Standard sizes 
are 8ft. by 2ft., 8ft. by 4ft., and 10ft. 
by 2ft. The board has a natural 
clear white finish so that decoration 
is often not required. 

Universal Asbestos Manufacturing 
Co. Ltd., Tolpits, Watford, Herts. 


Silicone barrier cream 
protects against liquids 


Silicones incorporated in Rozak 
No. 16, a new barrier cream, give 
prolonged protection against wate! 
based solutions used in industrial 
processes, photography, and pharma 
ceutical work. 

The cream, which is neither greasy 
nor sticky, is smoothed into the hands 
before starting work. Its low surface 
tension means that it sticks thorough 
ly to the skin. 

Rozalex Ltd., 10 Norfolk Street, 
Manchester 2 


Drill stands made 
more versatile 

Normally, when portable power 
drills are clamped in a bench stand, 
they can drill only one hole in the cover the entire area of the base. ‘ . 

: ~ age ; a - Vv 

workpiece before it is re-positioned. Within that area, any number of Double-sided adhesive 

A new radial arm attachment en- holes can be drilled in the workpiece tape has many uses 
ables the drill to be swivelled, with- without moving it. Furthermore, Fixing small painted components 
out losing rigidity and accuracy, to any similar positions around the to conveyor belts; mounting flashes 





Re-positioning reduced 


—thése are 
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Minutes lost in the 

morning, at night, at break- 

times . . . Inaccurate job-timing and 
estimating ... Money—your money- being wasted . . . 


. . . time is money 


Accurate time-checking is simpler and less expensive 
than you might expect. The Magneta M.16 Time 
Recorder can be supplied for independent 
operation, or to be controlled with 
other “slave” clocks by a Magneta 
Master Clock. Write to Dept. B 
fer further information. 


MAGNETA 


SYNCHRONISED TIME 
TO AID PRODUCTION 








THE MAGNETA TIME COMPANY LIMITED 
GOBLIN WORKS, LEATHERHEAD, SURREY. Telephone: ASHtead 866 
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Time meant little to yesterday's craftsmen 
the perfect job was all-important. Today, perfection is 
easier, and fime the greatest factor. This is the best 
reason we can give you for using Clarkson cutting tools 
with the Clarkson new-system Autolock and Dedlock 
Milling Chucks. That means accurate cutting, with 
considerable savings in time and labour. There is a Clarkson 
stockroom near to you giving the benefits of ex-stock 
delivery, the renowned Clarkson quality 
and at the manufacturer's own prices 





Cut with 


CLARKSON (ENGINEERS) LTD. 
Head Office: Nuneaton. Phone 2261 


London «+ Birmingham « Belfast - Bristol + Leeds 
Glasgow + Manchester + Newcastle 
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mean more sales at less cost . . 





Over 2,500 Salesmen and Sales Executives 
attend TACK Courses each year. They are 
sent by their firms because TACK sales 
training produces results. Regardless of 
product or service, these firms have proved 
for themselves that TACK Personal 
Courses contribute positively towards grea- 
ter sales at lower cost! Read what these 
top businessmen—just two out of the 
hundreds of companies who use TACK 
Courses—have to say 


. » whatever the product or 
service ! 





Mr Roger Voiver 
Sales Director of 
Horatio Myer & Co 
Lid., makers of 
Myers comfortable 


heds reports 





An old company with new ideas needs to 
have well-trained and enthusiastic Salesmen 
To achieve this, | make it a rule that all our 
men attend TACK Courses.” 


From William Mac 

donald & Sons (Bis 
cuits) Lid., chocolate 
biscuit manufacturers, 
comes this statement 
by Sales Director, 
J. Montgomerie 


“We do believe that our Salesmen have 
benefited from the TACK Course, and it is 
intended to send further salesmen as and 
when the occasion arises.” 





Please write for details of how we can help 
your Company too! 


* TACK Course in Salesmanship and 
Human Relations—3 days. 

* TACK Course in Sales Management 
2 days. 

THE TACK ORGANISATION 


1-S LONGMOORE STREET, LONDON, S.W.! 
VIC 5001-4 
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on the sides of cars; providing the 
adhesive surface for a ‘jig-saw’ mar- 
quetry kit—these are three unusual 
applications for a new double-sided 
transfer tape called Twinstik. 
Suppose a card has to be stuck on 
a wall. A few inches of tape are un- 
rolled, cut off, and applied to the 
wall. The protective paper is then 
removed, and the card pressed on. 
Evode Lid., Common Road, Stafford 


Versatile deep-hole 
drilling machine 

Used hitherto mainly in the car 
industry—where long runs of special- 
ized components justify the substan- 





Long runs not essential 


tial investment required—deep-hole 
drilling machines nevertheless have 
considerable application in other 
fields. Their main disadvantage, till 
now, is that long runs are required, 
as they are difficult to convert from 
one job to another. 

A new machine, while equally pro- 
ductive, is readily changeable to ac- 
commodate variations in length, di- 
ameter, size of hole, drill speeds and 
feed rates; and variations between 
‘blind’ and straight-through holes. 
It is therefore suitable whenever a 
variety of deep-drilling jobs are re- 
quired, none of which justifies a 
special-purpose machine. 

A special cooling unit helps to 
maintain the viscosity of the cutting 
oil. 

Adcock and Shipley Ltd., Ash Street, 


Leicester 


Lifting platform saves 
structural alterations 

Moving heavy loads between floors 
on different levels is easy with the 
Johnson-Vilver lifting platform. No 











Reduces handling time 


structural alterations are required 
Four basic types handle loads 
between 14 and 15 tons, at speeds of 
between Sft. and 40ft. per minute 
Applications are: raising vehicles 
to factory floor level for easy loading 
from trucks (no need for ramps) 
lifting loaded fork trucks from one 
floor to another; raising a pallet of 
small cartons of goods to a conveni- 
ent height for an operator or packet 
C. H. Johnson (Machinery) Ltd., 
Adswood, Stockport, Cheshire 


Beats all records—for filing office records 





Jj. GLOVER & SONS LTD. 


79, GROTON ROAD, 
136 





(Czerniawski's Rod Patent) 


LATERAL 
FILING 
UNITS 





LONDON, 


This revolutionary system of filing is rapidly supplanting the use of 
filing cabinets because it offers much larger accommodation, immed- 
iate accessibility, and great saving in cost. One bay of FYLEMOR pro- 
vides 95%, more filing capacity yet occupies less floor space than one 
Filing Cabinet, whilst by adaptation to our various mobile storage 
systems, capacity can be increased by 181 to 237%. With FYLEMOR 
every file comes to hand simultaneously making selection and filing 
exceptionally easy and foolproof. 


The use of standard shelving with rod divisions at 3in., 6in., 91n., Or 
12in centres is not only most economical but also the most adaptable 
to individual requirements. The height of the shelves can be adjusted 
as desired. 


Ordinary Manilla Files, X-Ray Films, Case Records etc., can be stored 
without fear of damage or loss and without the use of an additional 
container. 


Let us tell you more about this revolutionary system of filing—details 
gladly sent on application. 


Specialists in space-saving storage systems. 


BATTERSEA 6511. 
BUSINES: 


s.w.18. - TELEPHONE: 











NCR 


no wens? required 





for 
UNIT SETS & CONTINUOUS 
INVOICES 
STATEMENTS 
DELIVERY NOTES 
A specimen set or form posted to us for 


quoting will point the way to a con- 


siderable saving in your printing costs 


LIBERTY PRINTERS 


(A. R. & R. F. Reddin) Limited 
Specialist Business Form Printers 


Sunnyhill Road Streatham London SW16 


Streatham 7067 











time, speed prod 


give suggest 


COOMBS of WIMBLEDON 


H. A COOMBS LTD. STANDARD WORKS. RICHMOND #0. wiMs.tDON 
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Oh fora spare 
pair of hands! 





The Egry Universal 


Speed - Feed, used in 
conjunction with Egry 
Continucus Business 
Forms, could be your 


spare pair of hands. 


For demonstration on 
your own typewriter 
(showing up to 50 per 
cent saving of time) 
telephone MAYfair 

9622 


EGRY LTD 


St. George’s House, 15 Hanover Square, 
LONDON W.1. «+ MAYfair 9622 (3 lines) 
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REGD TRADE MARK 


UNDER-SURFAGE 
PRINTING TECHNIQUE 


makes news! 
Sellotaze *SHEENSHIELD’ 


gives all over gloss finish for even 


* BETTER EYE-APPEAL in pack iabetiing. 
* COMPLETE PROTECTION of the printed message 














The film is printed 
on underside 
before adhesive coating 


is applied. 


and were proud of it! 


Sellotape is the Registered Trade Mark of Adhesive Tapes Ltd. It costs no more— 5 
Sole Distributors in the U.K yet if has SO much more to offer 


The INDUSTRIAL SELLOTAPE DIVISION of 


GORDON & GOTCH LTD. 


ese 8-10 Paul Street, London, E.C.2. BiShopsgate 6511 
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How to Select and Develop 
Your Overseas Agents 


Starts on page 98 





You may find that the fault lies with 
your company. Your prices may be 
too high, your delivery delay too 
long, your packaging inadequate, or 
your advertising ineffective. These 
matters can be put right by a convin- 
cing recommendation to your com- 
pany, if instant remedial action is not 
in your terms of reference. 

On the other hand the fault may lie 
with your agent. In this case there is 
a great deal you can do to help him. 

First, you must handle the matier 
with tact; you are his partner, not his 
boss. Be ready to train him and his 
staff if necessary. If his sales force is 
weak, go with his salesmen into the 
field, show them how well your pro- 
ducts can be sold. 

If his relations with the trade or 
sub-distributors are ineffective, call 
on them on his behalf. Find out the 
cause of the lack of contact, discuss it 
with the agent, and build some bridge 
between the two parties, even if it re- 
quires the appointment of a third 
party for a small commission. 

If for any reason it becomes neces- 
sary to withdraw an agency, ap- 
proach this problem with diplomacy. 
If your agent is the kind who ac- 
quired your agency in the first place 
merely to prevent others from taking 
it, he will probably resist. There is 
nothing you can do but to serve the 
requisite notice, and risk an unplea- 
sant breaking off of relations. 

However, if the agent has been as 
disappointed in results as you and 
your company, he will probably be 
willing to let another firm have a trial. 
In this case, you can maintain a good 
relationship, which may prove useful 
in the future. 

Finally, we are in an age of rising 
national aspirations. At one time it 
was not uncommon for companies to 
appoint one importing agency for a 
group of countries. This is no longer 
wise. Appoint a different agent for 
each country. Your product has a 
better chance if handled by an influ- 
ential national concern rather than a 
foreign organization. END 
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with ADLER typewriters! 


Every unit of the ADLER is tuned up for SPEED, every precision device 
constructed for TIME SAVING. 

Take for example the AUTOMATIC RAPID PAPER FEED INJECTOR — 
with “FLYING START”, paper, letter heading or invoice is inserted into 
CORRECT POSITION by one single flick, ready for instantaneous key 
operation. All customary paper manipulation and adjusting is a 
thing of the past. 

All features of the ADLER are constructed for SIMPLICITY. 


You are welcome to a demonstration or a machine on 7 days trial 


q 
4 
ADD LER UNIVERSAL 








See 
ADLER 
Try 
ADLER 


you will buy 
ADLER 


SOLD AND SERVICED BY OVER 
600 INDEPENDENT Oe ee oe 


ee 





“HERE’S WHERE 
WE STARTED 
CUTTING 
OVERHEADS” 


‘Washroom expenses were 
staggering. But that was before 
I suggested Crypto dryers — 
though our Chairman claims he 
first discovered how economical, 
practical & hygienic Crypto 
pedal controlled warmth can be. 


Glad he took my advice !' 


warm air 
for comfort 


clean air 


for health 


Crypto 
for always ! 


ELECTRIC 


HAND & FACE DRYER 


CRYPTO | MITED NORTH CIRCULAR ROAD, LONDON, N.W 10 
Tet: ELGar S61 Cre 
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How Five Firms Cut 


Starts on page 


101 





as follow-up letters to enquiries. It 
occurred to them shortly afterwards 
that one application could be the 
typing of ‘personal’ letters to accom- 
pany printed mailing shots. Hitherto 
this kind of work had been im- 
practicable on any worthwhile scale 
because few copy typists would stick 
the monotony. 

Although B.1.A. say that the cost 
is three or four times that of a printed 
or facsimile letter, it is still only 
about one-third of that of a manually- 
typed one. The machine’s supreme 
virtue, however, is that it has in- 
creased the response to this kind of 
approach by up to 50 per cent. 

This is borne out by the experience 
of a recent client—a well-known 
charity which launched an appeal for 
funds. The outlay was about £300 
for the automatic letter-typing, and 
another £300 for envelopes and sub- 
sidiary expenses. The return was 
£16,000—much higher than usual. 

B.1.A. now have eight machines. 
These are run in two sets of four, 
with one operator per set. Because 
their daily output can be relied on 
absolutely (up to 1,000 letters a day, 
depending on length and complexity) 
the work can be tightly scheduled, 
enabling the campaign to achieve the 
maximum impact. 

B.I.A. carry out overseas cam- 
paigns too. Again the Auto-Typist 
has proved economical, since the 
typewriters attached to the machines 
were inexpensively adapted for 
French, Spanish and German. Once 
the text of a letter has been translated 
there is now no need to pay the special 
fees of foreign language typing agen- 
cies. 

Since B.I.A. have their own ma- 
chine for perforating the rolls, the 
cost of each master letter is only 10s. 
to 15s. 


The Book Society Ltd., London, 
have a world-wide subscribing mem- 
bership of about 14,000. They intro- 


duced one machine eight months ag 

and it is now doing more than 33 pe 

cent of all the letters previously type 

to dictation. Of these, 25 per cent are 
sales letters and 75 per cent deal wit! 
membership questions. The con 

plete range of work is: Enrolments 
renewals by ordinary members, ‘gif' 
memberships (involving letters bot! 
to donor and recipient), sales, ac 
counts, a special group of 2,000 
memberships, resignations, and mis- 
cellaneous correspondence. 

The machine does the work of at 
least two typists, producing an 
average of 150 one-page letters in a 
64-hour day (or 1,100 key-strokes a 
minute). The Society 
within a year of its introduction it 
will bring a 75 per cent return on its 
cost of £600. The Society say that in 
eliminating routine dictation it allows 
their staff to deal more meticulously 
with problems, 
proving the personal service offered 


reckon that 


unusual thus im- 


D. Napier and Sons Ltd. manufac 
ture aircraft, marine, rail and indus- 
trial engines. About nine months 
ago they submitted two 16-page ten- 
ders for the supply of two of their 
range of Deltic diesels to Canada 
In addition to the top copies of each 
tender for the prospective customers, 
12 carbons were required for interna! 
use. The general description of each 
type of engine was the same, but 
certain specifications were different 

The firm attached great import- 
ance to clarity and neatness in the 
typing of the tenders. On the other 
hand, repeated typings to produce 
copies of the right quality would 
greatly the likelihood of 
mistakes, especially in the long series 
of figures involved. 

Napiers realised that the Auto 
Typist could be adapted for thi 
work. For the short run intended, 1! 
was considerably cheaper than usin; 
litho plates. 

Two rolls were needed to hold al 


increase 
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Typing Costs 





the information for the two tenders, 
the cost of obtaining them being £25. 
The of typing the 
manually would have been a mini- 
mum of £14—more if mistakes had 
been made. So although the cost of 
Auto-Typing these two tenders was 
slightly higher than it would have 
been otherwise, continued of 
parts of the rolls for future tenders 
will obviously show big savings. A 
more immediate and significant ad- 
vantage is the shorter time taken by 
the machine. 
no checking is necessary 

Another to which Napiers’ 
machine has been put is the typing 
of circulars to both suppliers and 
agents. These have so far been con- 
cerned with quotations for equip- 
ment and the announcement of 
forthcoming events within the firm. 


cost tenders 


use 


In addition of course 


use 


Godfrey Davis Car-Hire Ltd., run 
1,806 of their own vehicles and work 
in association with a number of over- 
seas companies. Naturally they have 
a large volume of correspondence, 


particularly during the summe 
months. This work falls into four 
main categories: enquiry letters, 


acknowledgements of cheques, ack- 
nowledgements of insurance proposal 
forms, and confirmations of bookings 
and reservations. 
Until December 
typists were doing this work, but 


last year SIX 
a three-month backlog showed that 
kind 
called for. 
An Auto-Typist has now replaced 


some of improvement was 


five of the six typists (only two of 
whom worked full-time on standard 
letters). With one skilled operator, 
the machine demolished the backlog 
within a month or so of being instal- 
led, and is now coping comfortably 
with all the firm’s standard letters in 
four hours each day This leaves it 
with ample capacity to spare for the 
peak season from July to August. EVD 
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‘*RIGHT UP 
OUR STREET, SIR”’ 


“Lots of people get the idea that we're 
only interested in partitions for new 
buildings. That's not the case at all 
we're very keen on remodelling the 
\ layouts of existing buildings 
“Yes, we can incorpor- 
ate just about every- 
everything; thermal 
and sound insulation, 
glazing, acoustic ceil- 
ings—and any special 
fitments or features 
that you care to name 
“The whole job sir: right from original 
design through to final erection. And 
we can offer you the widest possible 
choice of materials and methods of 
construction. Everything is covered 
by our estimates; any special finishes 
you may require, door furniture, 
decorating—no extras at all 
“Yes, the layout is flexible; you can 
make alterations before we go ahead 
or change things 


7 


THE PARTITIONING CENTRE 


'f you would like to see what wonders can be around later if your 
worked by modern demountable partitioning needs alter: all the _—< 
and false ceiling techniques we would be material can be re- 
of, » welcome you to our offices at an) ~—te > 
marbednta-galegnn ar ONE GF aM erected easily without 
time between 9 a.m. and 5.30 p.m., Mondays waste 
é 
to Fridays (no appointment is necessary). We “Th , 
mat’s very nice of 
can show you a very wide range of scheme . . . 
Pic epachacr oh tabaci you. .We do rather 
unde eve aay wo ing conditions 0 wo = 
at pride ourselves on the wide and 
rooms are the same We think that you'll 
find that a visit would be time well spent very personal service we try to give 
4iternatively, we can send you full details of Yes, rl arrange for one of our tech- 
the Compactom service in the pos nical representatives to call; how about 


next Monday . 10 o'clock ?” 


FOR WALLS WITHIN WALLS 


MPACT 


COMPACTOM LTD. Partitioning & Ceiling Specialists 
OXGATE LANE . CRICKLEWOOD . 
Tel: GLAdstone 6633 


fs 
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CALL 
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LONDON N.W.2 











Frantic hushing . 


. finger-stopped ears . . 





ied hae 


. all the maddening : 


of ‘phoning in a noisy office or works—these are things of the past once 


the Burgess acousti-booth has been installed. 


In the ‘zone of quietness’ 


which it creates telephone calls may be carried on without disturbance. 


There are wall-booths, desk models, 


and floor booths. For details, see 


Bulletin AB.2/B., free on request from the manufacturers. 





Automatic 


SANITARY 
TOWEL 
MACHINES 


ARE 
ESSENTIAL 
WELFARE 
EQUIPMENT 
in every modern 
FACTORY 
OFFICE BUILDING 
LAUNDRY, ETC. 
The machine ilius- 
trated dispenses the 
“Dr. White’s” well- 


The mechanism al- 
lows for easy adjust- 
ment to a selling 
price of 2d., 3d. or 4d. 


Prompt delivery. 
THE 


SIMPLAMATIC MACHINE 
CO. LIMITED 


# SLOANE STREET, LONDON, S.W.1 
Tel. SLO 7629 
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FOR QUIET AMID CLATTER 
THE BURGESS PRODUCTS CO. LTD., HINCKLEY, LEICESTERSHIRE 





BATES STAPLER saves time 


NS cuts office costs 


makes its 







own staples 


in 
one 
loading 


70/- complete 


MAGOWAN & CO. LTD., WOLVERHAMPTON 


REBUILT 
ACCOUNTING MACHINES 


for prompt delivery. All equipment fully gvaran- 
teed for one year. Maintenance service available 
on expiry of guarantee. Free preparation of 
systems, training of operators and installation 
services 


H. H. DURHAM LTD., 
85 BLACKFRIARS RD., LONDON, S.E.1 


Tel. WATerloo 6081-2 


a: BUIDEX 


tis Vase 


= ED 
GOopD STATIONERS 
EVERYWHERE 


TRADE LOOSE LEAF Co. Lro BIRMINGHAM. 12 









Group Enterprise 


Starts on pag 


owners have the advantage that the 
can withdraw some capital from tt 
business. And many a family 
ness owner likes to do this. 
To give the 
some security in office, 


bus 
former controlle 
they are us 
ally offered a service agreement at t 
At the san 
time the Tilling main board appoir 
their 
board of the 
representative may become chairmar 
The group usually retain the right t 
appoint the chairman, though they cd 
not deliberately replace a good chair 
man, 

The group representative makes ; 


time of share purchase. 


one of own directors to t 


new subsidiary. TI 


in order to exercise this right 


monthly report to his main board on 


TILLING GROUP 
RECORD OF GROWTH 1949-1957 


cross Rote 

Tota of Ordinary 
Yeor Funds Divide 
1949 6.691 5 
1950 6.779 6 
1951 6,879 6 
1952 6.979 7 
1953 7,130 7 
1954 7.324 10 
1955 °.855 10 
1956 10.484 11} 
1957 11,240 13 


the progress of the subsidiaries wit! 
which he is concerned. And provided 
the profit record and prospects o 


companies satisfactory 


these are 
there is no reason for group head 
quarters to interfere with the way the 
subsidiaries are being run. 

However, a well-run firm usually 
have expansion plans, involving new 
capital expenditure. 
do group headquarters control these 
plans? If the subsidiary compan) 
have sufficient funds of their own to 
finance the expansion, they may agree 
on the plans themselves and proceed 
merely mentioning what they pro 
pose to do to P. H. D. Ryder, group 
managing director. 

If they have insufficient funds, thei 
main board representative puts up 
The propo 


To what extent 


their case to head office. 
sals may then be referred to the head 
quarters staff of accountants for 
report, before a main board decisio 
is given. 

Even when a scheme has been ap 


BUSINESS 














BEAT 


Gyr gey 
PLL 


AND 


THEFT BY 







THE SYSTEM CHOSEN BY 


SO MANY 
WORLD FAMOUS 
NAMES 


The Admiralty, Lloyds Bank, Ford 
Motor Co., |.C.1., Crosse and Black- 
well, the B.B.C.—those are but a 
few of so many famous organisa- 
tions who have chosen for their 
protection the— 

BLICK WATCHMAN’S CLOCK 
The advantages are overwhelming. 
With the Blick System you can see 
immediately, from the pattern of 
records, whether or not the 
Watchman is varying his route, 
setting off at different times each 
night, hurrying through his rounds 
or doing the job faithfully and well. 
Special Blick features include the 
8-day clock movement and record 
chart; unlimited check stations; 
multi-colour stamping; instruc- 
tions for making patrols in the way 
recommended by Scotland Yard; 
and a record book enabling you to 
see at aglance whether your orders 
have been obeyed. 


SEND FOR 
FREE 
BOOKLET 


Learn more about 
this great method 
of protection 
against fire and 
theft. Write today 
for the free 12 
page booklet 
describing the 
unique Biick 
System. It's 
worth having 


BLICK TIME RECORDERS LIMITED 
96 Aldersgate Street - London, E.C.1 
MONarch 6256 
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proved, the subsidiary company are 
expected to go first to their own bank 
for loan capital to finance the scheme. 
Group resources are husbanded for 
those expansion 
must be more rapid than could be 
financed out of profits and bank 
loans. 


occasions when 


In effect, the group provide a long- 
term banking service to the sub- 
The surplus profits of the 
companies are lent to headquarters at 
interest, and pooled to meet the needs 
of those expanding most rapidly. 
Money lent to the group can be got 
back merely by telephoning the 
group managing director—a service 
as prompt as walking into a bank 
and withdrawing from a_ deposit 
account. END 


sidiaries. 





Are Your Costs and 
Prices Realistic ? 


Does your thinking take account of 
changing values? So many things have 
gone up in price—labour, machinery, 
supplies, professional services and finish- 
ed goods. This table, based on the retail 
price index, gives you a rough set of 
conversion factors for bringing your 
values up-to-date. For example, if you 
spent £100 on a machine in 1931, for 
which year the conversion factor is 2-85, 
then you could hardly be surprised if a 
similar machine now costs £285. It may 
actually cost more or less, but you would 
expect values generally to be around 2:8 
times the 1931 level. This table will be 
brought up-to-date every quarter, but 
published monthly for handy reference. 


Con- Con- 

version version 

Year Factor Year Factor 
1913 419 1935 2-91 
1919 1-93 1936 2-85 
1920 1-69 1937 2-71 
1921 1-86 1938 2-68 
1922 2-29 1939 2-60 
1923 2:39 1946 1:74 
1924 2-39 1947 1-65 
1925 2:39 1948 1-53 
1926 2:44 1949 1.49 
1927 2-50 1950 1:45 
1928 2-53 1951 1-32 
1929 2-55 1952 1:21 
1930 2-65 1953 1:18 
1931 2-85 1954 1-15 
1932 2-91 1955 1-11 
1933 2-98 1956 1-05 
1934 2-98 1957 1:02 


NEWS 
for EXECUTIVES ! 





Me sate 
tw Line 
STANDARD UNITS 


Here’s news indeed! With your 
many entries and accounts you prob- 
ably use a variety of different books. 


Now, your book-keeping can be 
“simplified” into one series of loose 
leaf units obtainable through your 
normal stationery supplier. This 
major step towards standardization 
enables you to streamline all your 
major books of account into a range 
of loose leaf binders equipped with a 
new mechanism of unique design. All 
records are interchangeable between 
the units which can be “colour cod- 
ed” to assist in rapid identification of 
the required binder. 


Standard Units are available for 
Sales Ledger, Purchase Ledger, Sales 
Journal, Purchase Journal, and Cash 
Books. For the smaller business there 
are even units available which com- 
bine these books into one volume 
“simplified book-keep- 
seen at your 
or to save 


These new 
ing” outfits can be 
nearest National dealer 
time send the coupon below for full 
details and the name of your nearest 
stockist. 


WHY SO MANY WHEN ONE 
WILL DO?” 


-=====: afional +=-====; 


i 
+ . 
. + 
# National Loose Leaf Co. Ltd., § 
: 34 National House, Cursitor Street, + 
5 London, E..« . 
@ Please send me free details of Flowline a 
| Standard Units and the name and address 2 
my of my nearest stockist | 
7 Name (in block letters) 2 
5 ' 
s ’ 
, (attach to your letterheading) 7 
wT TrTrTTTLtirtitittitii iid 
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. our handy man had it 

fixed in an hour or so, and we 

can now speak instantly to any 

of our nine departments merely 

by pressing a button. Sound is 

beautifully clear too—the girls can 

answer from across the room without 
interrupting work. 


Fully tvangistovised Intercom 


Time 





time on the job, records of 
overtime, staggered meal hours and other man- 
hour statistics—all are recorded and guaranteed 


by GLEDHILL-BROOK. 


These essential figures, important to every 
costing system in industry, are clearly and 
quickly available in unit form for analysis and 


filing. 


Gledhill-Brook Time Recorders are supplied 
with 8-day mechanical clock movement or 


electrical operation. 


by GLEDHILL-BROOK 


For full details and illustrated leaflet write to 


GLEDHILL-BROOK TIME RECORDERS LTD 


HUDDERSFIELD 


38 EMPIRE WORKS 











PARK YOUR CYCLES 
THE ODONI way 


(REGD. TRADE MARK) 


With Odoni Patent “All-Steel ” 


BICYCLE STANDS 


Types to suit all possible requirements 
Single or Double-Sided. Horizontal or Semi-Vertica! 
For indoor and Outdoor use 


TYPE 10 


DOUBLE SIDED 
SEMI-VERTICAL 
OUTDOOR! 
STAND, BUILT 
WITH CLOSE] 

RACK 
ARRANGE.-| 
MENT (CYCLES | 

AT 12° 
CENTRES) | 


Write for fully illustrated leaflet and price list to 
Sole manufacturers and Patentees. 


ALFRED A. ODON!I AND CO. LTD. | 
SALISBURY HOUSE, LONDON WALL, 


LONDON, E.C.2 | 


Tal No (WORKS: LONDON, N.W ) Tel. Add 
NATiona! 8525/6 Odoni, Ave., London 





®Ounaranteed 


Arrivals and departures of staff, 
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‘entrum Ele 4.8 
37 South Road, Southall, Mdx. § 
Please send me full details of ¥ 
Centrum Transistorised Inier- 
com, together with name and @ 
address of nearest dealer 
These models run for a year - 
on two 4.5v torch batteries 
T.4 — One Master and 3 
substations. 
T.4H — Five intercommun- ADDRESS 
icating masters 
T.10 — One master and 9 
substations. 


NAME 


Dc aemanenne 
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CLASSIFIED ADVERTISEMENTS 


RATE-—7 6 a line (average 45 letters per 
line). Minimum 3 lines costing 22 6: each 
additional line or part of a line 76. Box 
No. counts as one line and is to be paid 
for; replies are forwarded free of charge, 
5°. discount for 6 insertions, 10°. for 12. 
Payment with order for single insertion. 


APPOINTMENTS VACANT 
SYSTEMS CONTROL. A large engineering 
Company with headquarters in the South East 
and with technical production units spread over 
England, invites applications from men, preferably 
under the age of 40, for a post concerned with 
securing efficiency of operation of procedures and 
controls. The successful candidate, who will have 
O & M background as well as knowledge of large 
scale light engineering practices, will be required 
to check systems in operation throughout the 
Company; to prepare such amending proposals as 
would be of local or overall benefit; to initiate 
schemes of standardisation, mechanisation and 
simplification designed to secure economies; and 
to train staff in operating systems efficiently 

A salary appropriate to the arduous but in- 
teresting work, and to the qualifications needed 
will be offered 

Letters of application with full particulars of age 
education and experience should be addressed to 
*P.C.C.”” Messrs. R. Anderson & Co., 14 William 
IV Street, London, W.C.2 
OFFICE SYSTEMS & MECHANIZATION— 
Junior Executive required for large Commercial 
Organization in Lancashire. Candidates should be 
under 35 with sound knowledge of office mecha- 
nization and systems and practical experience in a 
business machine company. Four figure salary with 
bright prospects. Five day week, pension scheme 
Full details of age, education and employment 
record to Box No. 1501, c/o “BUSINESS”, 109 
Waterloo Road, S.E.1 
REPRESENTATIVE REQUIRED. An experi- 
enced representative to sell book-keeping systems 
is required by Cerdac Ltd. The appointment is in 
addition to our present staff and applicant should 
state if he is prepared to be based in Belfast or 
Dublin. Applications in writing to the Managing 
Director will be treated in strict confidence 
Cerdac Limited, 54 Peters Hill, Belfast and 12 
Upper Fownes Street, Dublin 


APPOINTMENTS WANTED 
BAHAMAS, WEST INDIES. Director of 
distributing company proceeding Caribbean early 
July. Would consider representing U.K. com 
panies. Will carry out commissions, research, or 
furnish special reports. Complete coverage all 
islands assured. Box No. 1498, c/o “BUSINESS 
109 Waterloo Road, S.E.1 


= BUSINESS OPPORTUNITIES 

Firm of Precision Engineers has capacity 
for the development and production of any mech- 
anical device, patent or invention, that has a good 
potential market, home or export Box No. 1489 
c/o “BUSINESS”, 109 Waterloo Road, S.E.1 


CANTEEN EQUIPMENT 
CANTEEN AND RESTAURANT KIT- 
CHENS expertly planned and firted. Recondition- 
ed or new equipment available. Rental facilities if 
required. Designer will call. Commercial Cater- 
ing Equipment Co. Led., 29 Abingdon Road, 
Kensington, W.8. Tel. WEStern 0936 
Catering Equip c itants & Stockists. 
Northern Kitchen Equipment Company Limited, 
Wicker Arches House, Sheffield 4. Tel. 265167 





DUPLICATE BOOKS 
BETTER DUPLICATE BOOKS AT LOWER 
PRICES. Specialist equipment enables us to pro- 
duce attractive, specially-printed duplicate books 
at amazingly ‘ow prices. List free. Browns Ltd 
Caldervale Works, Burniey, Lancs 


FOR SALE 
“Addressograph” Machines (rebuilt-guaran- 
teed), Cabinets, Frames, plates and accessories 
Nevard Dessoy & Co. Ltd., 102-105 Shoe Lane 
London, E.C.4 


KARDEX, RONEODEX & SHANNOVUE 
CABINETS, as new. F. H. Jolly & Co. Ltd 
289 King Street, London W.6. RIV 538! 


FULL STEAM IN FIVE MINUTES with B 
& A. Electrode Boilers. Used by British industries 
for 20 years No boilerhouse, no flue, no atten 
dant needed The most compact and convenient 
steam raisers available, can go beside machines 
using the steam. Write for leaflet 107, Bastian & 
Allen Ltd.. Ferndale Terrace, Harrow 


DICTAPHONE Timemasters, Cameos, etc 
Emidictas, Tape-Riters, Recordons, Ediphones 
for sale. List from Holdings, 39 Mincing Lane 
Blackburn 


STENORETTE Dictating Machine Office 
Equipment. Our activities are devoted solely to 
the sale and service of Stenorette equipments and 
our service agreement ensures continuous use 
without recourse to Manufacturers We are 
unique in this respect, so send your next enquiry 
to the Stenorette Specialists, 227 Oxford Road 
Manchester 13. Tel. ARDwick 4269 


Roneotype 59 printing machine with full 
equipment and type, £100 or near offer 
C. Brewer & Sons Ltd. Eastbourne 6060 


Grundig Stenorette, in 
almost new Pratt 
Woodford Road, Watford, Herts 


Tape Recorder, 
excellent condition 
(Watford) Led 


100 bays of brand new adjustable steel 
shelving, 72in. high x 34in. wide x 12in. deep 
stove enamelled, dark green, sent unassembled 
six-shelf bay, £3 15s sample delivered free 
quantity discounts. N. C. Brown Lted., Eagle Steel 
works, Heywood, Lancs. Tel. 69018 


Roneo Neopost Franking Machine for sale, 
Electric and in good condition. Price £45 
Leon Davis & Co., 9 Laurence Pountney Lane 
Cannon Street, London, E.C.4. Tel. No. MAN 3951 


Quantity of Kalamazoo Visible Record Meta! 
Binders complete with inserts, to hold 11jin. x 
6hin. sheets. Excellent condition, inspection and 
offers invited. Coventry Gauge & Tool Company 
Ltd., P.O. Box 39, Coventry. Phone Coventry 5521 


MISCELLANEOUS 


Companies advertising for staff can get the 
benefit of a Specialise Service for their small ads 
from R. F. Whice & Son Led., 72/78 Fleet Street 


E.C.4. The oldest advertising agency in the world 
FLE 8311/5 
TYPING. Literary MSS., reports, etc 


1s. 9d. per thousand words; carbon 3d. per thou 
sand words. Box No. 1500, c/o “BUSINESS 
109 Waterloo Road, S.E.1 


PATENTS 
The proprietor of British Patent No. 703099, 
entitled “A Document Filing Appliance offers 
same for licence or otherwise to ensure practical 
working in Great Britain. Inquiries to Singer 
Stern & Cariberg, 14 E. Jackson Bivd., Chicago, 4 
Winois, U.S.A 








CALCULATING SERVICES 


LTo 
Machine Operating Experts 


We undertake all kinds of add- 
ing, calculating and statistical 
figure work including STOCK 
SHEETS, ESTIMATES etc. Many 
large and small firms through- 
out Great Britain use our 
service. If interested send for 
brochure C.S.6 


LONDON OFFICES 
130 Crawford Street, at Baker Street, W1 
Tel. WEL 4328. Miss Harper 


BIRMINGHAM OFFICES 
1 Alberc Street, 4. Tel. CEN 6541 
Miss Tomalin (Established 25 years) 


SURREY OFFICES 
12 High Screet, Epsom. Tel. EPSom 4131 


COMPTOMETERS HIRED 
Long or Short Periods 











OUT OF FOLDERS? 


We carry London’s largest stocks. 
Special size Wallets, Files, etc. our 


CROFTON LIMITED *P°<'°!"*- 


7/11 GILLINGHAM STREET, LONDON S.W.! 
TATE GALLERY 0077 





For the price of a simple adding machine 
YOU CAN HAVE A 
BURROUGHS PORTABLE 
DESK BOOK-KEEPING MACHINE 
for Sales and Purchase ledger, Statements, 
P.A.Y.E. etc. All-electric with CR. BAL 
auto-date tabulating carriage, abbrevia- 
tions and numbering device. These mach 
ines, set up to your specification, are as 
new and guaranteed for five years. Free 
installation, tuition and after sales service 
Phone TUL 8500 for further details and 
free demonstration. Al! other types of 

Burroughs available 
| LANG BROS «- 69 Kingsmead Rd., S.W2 











WANTED 
Addressograph equip plete, and/or 
Cabinets, frames, accessories. etc. Box No 1352, 
c/o BUSINESS, 109/119 Waterloe Road, $.E.! 


Wanted, modern Banda Spirit Duplicator in 
good condition. Hand or electric Model. Box No 
1499, c/o “BUSINESS”, 109 Waterloo Road, S.E.1 
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Write for illustrated catalogue or 
see Furniture Exhibition Stand No. 133 


THE MAUBARD DISPLAY ©O. LTD. 
FOWLER ROAD, HAINAULT, ILFORD, ESSEX 


‘DOCUMENT GROUP’ is the first really 
perfect biending of good taste and 
you will be proud to show and 
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Never was the need for print so urgent as now. Never has the 
demand for speed been so vital 

With every additional turn of the “economy screw” one is forced 
to think of ways to ease the pressure; to maintain turnover with- 
out undue extra expenditure. One way is to send out regular 


direct mail letters with attractive sales literature A Rotaprint 


aot 


machine, on the spot, can do this for you without snajor increases 
in your advertising budget 

The R.70 Model illustrated—no larger than most office dupli- 
>ators—will produce a wide variety of print from simple facsimile 
letters up to detailed technical booklets and price lists on paper 
of your own choosing. It costs £445, and full details will be sent 
if you mail this coupon 


on er cone ee 


ENQUIRY FOR™ 


. rant i Please send, without obligation, printed spe.imens and full f 


details of Rotaprint 





NAME - 2 . a » end 
SMALL OFFSET DEPARTMENT —_— ae) é 
ROTAPRINT LIMITED - ROTAPRINT HOUSE * HONEYPOT LANE Pin this Enquiry Form to your letterheading and post co 
LONDON NWS ROTAPRINT LTD - HONEYPOT LANE ~ LONDON NW9 
Telephone: COLindale 8822 12 lines = a a a ee 
JUNE, 1958 147 
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delivers Handwritten messages— 


as you write! 


Here is the fastest, easiest, simplest system of 
business communication ever devised. TelAuto- 
graph delivers messages, sketches, business data to 
one or many locations instantly and accurately 
lt provides a permanent written record, speeds 
work, prevents errors, cuts costs and increases 
efficiency in a hundred different ways. Silent, con- 
fiderntial and foolproof in operation, TelAutograph 
Electronic Longhand is the system now used by over 
3000 organisations—large and small—in the U.S.A 
Find out what this remarkable system can do for 
your business. Full details from the exclusive U.K. 


distributors 





Anyone can use it Ui |g Mae a A y 
| VERSATILE | 


Sends anything you can 






wer ny. i) 

YW ; 
Sends and receives at the CLE Miriweoasiellreir4s ; write or draw 
the speed of light Records simultaneously at one or 


many pornts 
Wig f y 
— Messages are quiet and 
Receives even if unattended Provides a permanent writter confidential 
record at both sending and re 
ceiving points 
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4 Please send me full details of TelAutogreph & romic Lenghand 


NAME 


Post Coupon for full particu!ars from 


ADDRES 
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UNIVERSAL PULP CONTAINERS LTD. 
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